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January  6,  1964. 


Hon.  John  F.  Collins, 
Mayor  of  Boston. 


Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  Chapter  3, 
Section  25,  of  the  Revised  Ordinances  of  1961,  we  are 
pleased  to  submit  herewith  the  tenth  annual  report  of 
the  Administrative  Services  Department  for  the  year 
commencing  January  1,  1963,  and  ended  December  31, 
1963. 

Under  the  provisions  of  Chapter  4,  Section  1,  of  the 
Revised  Ordinances  of  1961,  the  Administrative  Services 
Department  is  in  charge  of  a  Board,  known  as  the 
Administrative  Services  Board,  consisting  of  an  officer 
known  as  the  Director  of  Administrative  Services,  who 
is  Chairman  of  said  Board;  an  officer  known  as  the 
Supervisor  of  Budgets;  an  officer  known  as  the  Super- 
visor of  Personnel;  an  officer  known  as  the  Purchasing 
Agent;  and  the  Commissioner  of  Assessing,  the  City 
Auditor,  and  the  Collector-Treasurer,  ex-officiis. 

Under  Section  2  of  the  previously  mentioned  ordi- 
nance, it  is  the  duty  of  said  Board,  and  more  especially, 
the  Director  of  Administrative  Services,  to  make,  under 
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the  Mayor,  studies  and  recommendations  with  respect 
to  the  organization,  activities,  policies,  and  procedures 
of  all  departments,  boards,  and  officers  of  the  city 
government  so  that  the  administration  thereof  shall 
be  economical  and  efficient. 

There  were  no  changes  in  Board  membership  during 
the  year.  However,  at  the  close  of  business  on  December 
30,  Joseph  P.  Lally,  the  permanent  City  Auditor,  who 
was  on  a  leave  of  absence  from  this  assignment  to 
accept  the  position  of  Deputy  Superintendent  of 
Finance  in  the  Hospital  Department,  tendered  his 
resignation  to  you.  At  the  same  time,  John  T.  Leonard, 
who  was  filling  the  position  of  City  Auditor  on  a  tem- 
porary basis,  was  appointed  permanent  City  Auditor, 
thereby  making  official  the  status  of  the  City  Auditor 
on  a  permanent  basis  and  who,  by  virtue  of  his  office 
under  the  existing  ordinance,  becomes  a  permanent 
member  of  this  Board. 

The  tentative  or  experimental  policy  of  holding 
informal  meetings  with  board  members  rather  than 
conducting  formal  meetings,  was  continued  during  the 
greater  part  of  1963,  with  only  two  formal  meetings 
being  held  under  the  dates  of  January  22  and  February 
19  at  Room  43,  City  Hall. 

The  need  for  holding  meetings  of  a  formal  nature 
at  more  regular  intervals,  as  is  required  under  the 
provisions  of  the  statute  establishing  the  Public  Safety 
Commission,  did  not  present  itself  except  on  the  two 
occasions  previously  mentioned.  The  major  portion 
of  the  activities  of  the  department  were  more  or  less 
limited  to  functions  already  established  within  the 
department  either  through  previous  board  action  or 
by  the  authority  vested  in  the  Director  as  a  department 
head  under  the  provisions  of  the  City  Charter. 

Through  the  acceptance  of  the  Jacobs  Classification 
and  Compensation  Survey  for  City  and  County  Em- 
ployees on  March  6,  a  tremendous  amount  of  clerical 
and  paper  work  was  required  to  implement  the  results 
of  the  new  plan.  This  work  included  the  amending  of 
existing  records,  the  interviewing  of  appellants,  and  the 
training  and  acquainting  of  personnel  clerks  within  the 
city  and  county  governments  with  the  provisions  of 
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the  new  rules  and  regulations  as  set  forth  in  City  Docu- 
ment 41 — 1963  which  was  issued  in  conjunction  with 
the  advice  and  consent  of  the  Law  Department. 

Under  date  of  March  5,  you  approved  an  action  of 
the  board  which  provided  for  a  new  procedure  in  the 
matter  of  re-establishing  control  over  the  expenditure 
of  funds  for  overtime  pay.  Prior  to  this  time,  it  was 
only  necessary  for  a  department  head  to  secure  the 
written  approval  of  the  Mayor  prior  to  the  authoriza- 
tion of  overtime  pay  in  most  instances.  It  was  felt 
that  control  was  lacking  under  this  procedure  for  the 
reason  that  a  Mayor  of  a  city  as  large  as  Boston  could 
not  possibly  check  on  the  merits  of  each  request  for 
overtime  pay  without  creating  unnecessary  delays  and 
possibly  approving  the  expenditure  of  funds  which  did 
not  actually  exist  for  the  purpose  intended.  Therefore, 
the  new  procedure  which  took  effect  on  and  after 
April  1,  requires  that  all  city  departments  shall  secure 
the  written  approval  of  the  Director  of  Administrative 
Services  as  to  the  necessity  for  such  an  expenditure  and 
the  approval  of  the  Supervisor  of  Budgets  as  to  the 
availability  of  funds  before  overtime  pay  is  authorized, 
except  under  unusual  circumstances,  or  where  the  life 
or  health  of  the  public  may  be  impaired. 

One  new  unit,  the  Data  Processing  Unit,  was  offi- 
cially established  by  the  Director  during  the  past  year 
although  it  was  activated  on  a  tentative  basis  during 
1962.  This  unit,  a  segment  of  the  Administrative  Divi- 
sion, functions  on  the  fourth  floor  of  City  Hall  Annex 
and  a  report  on  its  operations  and  activities  is  contained 
under  a  separate  section  of  this  document. 

The  employees  of  the  Group  Life  and  Health  Insur- 
ance Unit,  which  was  also  activated  on  a  tentative 
basis  during  1962  as  a  segment  of  the  Administrative 
Division,  were  transferred  to  the  Personnel  Division 
during  1963,  where  the  function  rightfully  belongs. 

ADMINISTRATIVE  DIVISION 

The  Administrative  Division,  which  is  responsible  for 
the  carrying  out  of  the  major  portion  of  administration 
policy  as  set  forth  by  the  Director,  has  been  stymied 
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more  or  less  in  its  usual  operations  due  to  the  assign- 
ment of  three  of  its  staff  during  the  past  year  to  other 
agencies  or  divisions.  One  member  of  the  staff  was 
assigned  to  the  Personnel  Division  to  work  with  the 
Jacobs  Group  in  its  reclassification  and  compensation 
study  and  to  assist  in  the  implementation  of  the  re- 
sults of  this  study.  Another  member  was  assigned  to 
the  office  of  the  City  Record  to  supervise  its  business 
operations  and  the  third  member  was  assigned  to  the 
office  of  your  Press  Secretary  to  install  a  system  of 
filing  that  will  be  consistent  with  latest  library  and  news 
media  techniques. 

The  assignment  of  these  gentlemen  was  not  only  in 
accordance  with  the  provisions  of  the  ordinance,  but 
was  a  clear  demonstration  of  the  ability  and  qualifica- 
tions of  these  individuals  to  handle  matters  of  a  varied 
administrative  character. 

Excluding  the  operations  of  the  Data  Processing 
Unit,  the  normal  activities  of  the  division  were  carried 
on  with  limited  personnel,  thereby  preventing  the  initia- 
tion of  several  administrative  surveys  or  studies  that 
were  contemplated  at  the  close  of  the  year  196.2.  How- 
ever, in  spite  of  the  personnel  factor,  some  29  directives 
were  issued  concerning  various  administrative  matters 
in  addition  to  other  services  rendered  to  which  refer- 
ence is  made  later  on  in  this  section.  Directives  issued 
include  the  following: 

Annual  Address  of  His  Honor  the  Mayor  ....  Jan.  2,  '63 
Sabin  Oral  Polio  Vaccine  Clinics  for  Adults  ....     Jan.    22,  '63 

Health  Insurance  Plan Feb.   18,  '63 

Department  Heads  Meeting Feb.  26,  '63 

Second  Round  of  Sabih  Oral  Polio  Vaccine  Clinics  for  Adults    Mar.  22,  '63 

The  "All  America"  City  Ceremony Mar.  28,  '63 

Plans  for  the  New  City  Hall Apr.   11, '63 

The  Conflict  of  Interest  Law Apr.   22,  '63 

Procedures  To  Be  Followed  in  Submitting  Orders  to  the 

City  Printing  Plant    ........     May    2, '63 

Third  Round  of  Sabin  Oral  Polio  Vaccine  Clinics  for  Adults  May  20,  '63 
Skeleton  Force  for  Memorial  Day  Observance      .       .       .     May  24,  '63 

Mayor's  Charity  Field  Day May  28,  '63 

Compensation  of  Municipal  Employees  While  Serving  as 

Jurors June  19,  '63 

Summer  Working  Hours  and  Skeleton  Force  for  Independ- 
ence Day  Observance June  21,  '63 

Amendments  to  Rules  Governing  Overtime  and  Vacation 

Leave July  26,  '63 

Revised  Amendments  to  Rules  on  Overtime  and  Vacation 

Leave Aug.  21,  '63 
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List  of  Employee  Representatives  for  Compensation  Plan  Aug.     9,  '63 

List  of  Employee  Representatives  for  Compensation  Plan  Aug.  22,  '63 

Freedom  Bond  Drive Sept.  11,  '63 

Fire  Prevention  Week Sept.  16,  '63 

New  City  Hall  Groundbreaking Sept.  16,  '63 

Revisions  of  Pre-employment  and  Health  Medical  Program  Oct.    29,  '63 

Fees  Under  Architects-Engineers  Contracts  ....  Nov.    4,  '63 

Fees  Under  Architects-Engineers  Contracts  ....  Nov.  15,  '63 

Chapter  32B — Group  Insurance  Reopening  ....  Nov.  15,  '63 
Annual  Meeting  and  Election  of  Directors  of  the  City  of 

Boston  Employees  Credit  Union Nov.  15,  '63 

Period  of  Mourning  for  Our  Late  President  John  F.  Kennedy  Nov.  29,  '63 

Blue  Cross-Blue  Shield  Rates  for  1964 Dec.     2, '63 

Exploratory  Survey  To  Be  Conducted  by  the  Boston  Re- 
development Authority Dec.   16,  '63 

In  reviewing  the  above  directives  it  might  be  well  to 
record  herein  a  commentary  on  such  subjects  or  issues 
that  are  not  considered  routine  in  nature  or  have  resulted 
in  new  or  amended  policies. 

In  connection  with  the  erection  of  our  new  City  Hall, 
meetings  were  arranged  by  the  Executive  Secretary  to 
the  Board  between  the  representatives  of  Becker  & 
Becker  Company  and  various  city  departments  and 
boards  to  finalize  plans  for  proposed  layouts  of  offices. 
These  meetings  were  held  in  April  and  afforded  each 
department  head  or  board  officer  an  opportunity  to  re- 
view and  update  preliminary  plans  and  to  request  such 
changes  or  alterations  in  such  plans  as  were  considered 
feasible.  The  majority  of  changes  requested  will  be 
reflected  in  the  final  plans  and  will  provide  the  data 
necessary  for  the  architects  to  include  in  said  plans  such 
changes  as  may  be  applied  without  disrupting  the  basic 
design  of  the  building  or  the  designated  departmental 
locations  within  the  building  as  originally  planned. 

Due  to  the  assignment  of  three  other  members  of  the 
staff  to  other  functions,  it  was  necessary,  in  December, 
to  request  two  members  of  the  Boston  Redevelopment 
Authority  staff  to  conduct  an  exploratory  survey  to  de- 
termine service  and  storage  requirements  for  each  de- 
partment. The  need  for  maintenance  and  repair  shops, 
vehicle  and  supply  storage,  and  similar  functions  will  be 
studied.  This  study  is  progressing  at  the  present  time 
and  it  is  hoped  that  the  results  will  be  available  within 
the  near  future. 

One  of  the  directives  listed  above  concerned  the  dis- 
tribution, in  accordance  with  your  suggestion,  of  copies 
of  your  message  dealing  with  the  Conflict  of  Interest 
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Law  which  went  into  effect  under  date  of  May  1. 
Copies  were  distributed  to  all  department  heads  and 
board  officers,  who,  in  turn,  were  instructed  to  secure 
from  the  Printing  Plant  or  from  this  office  a  sufficient 
supply  to  cover  all  employees  of  the  city,  including 
permanent,  provisional,  and  emergency.  It  was  also 
pointed  out  in  this  directive  that  all  future  employees  of 
the  city  government,  whether  hired  on  a  temporary  or 
permanent  basis,  be  supplied  with  copies  of  your 
message  when  entering  the  employ  of  the  city. 

In  December,  the  Boston  Municipal  Research  Bureau 
issued  a  report  on  its  study  covering  Printing  Plant 
operations  and  several  of  its  recommendations  for  im- 
proved efficiency  and  economy  in  said  operations  were 
similar  in  scope  to  those  incorporated  in  the  directive 
issued  under  date  of  May  2.  For  your  information,  we 
are  including  in  this  report  a  copy  of  this  directive  which 
was  distributed  to  all  department  heads  and  county 
officers  long  before  the  Research  study  had  been  initi- 
ated: 

"The  Printing  Department  has  called  to  my  attention 
that  some  departments  are  lax  in  planning  and  submitting 
orders  for  printing  which  has  resulted  in  unnecessary  delays 
and  the  resultant  increased  production  costs.  In  order 
to  conduct  the  Printing  Plant  in  an  efficient  and  business- 
like manner  it  is  necessary  that  we  secure  the  cooperation 
of  all.  Your  assistance  is  requested  in  the  following 
manner: 

1.  In  the  ordering  of  supplies,  do  not  wait  until  your 
supplies  are  exhausted  before  reordering.  Systematic 
planning  is  a  requisite  for  efficient  plant  operations, 
thereby  eliminating  duplication  of  effort  in  typesetting, 
press  work,  and  billing. 

2.  Your  Annual  Reports  are  due  in  and  should  be  sub- 
mitted as  soon  as  possible. 

3.  Recheck  your  copy  before  sending  to  the  Printing 
Plant.  All  copy  should  be  submitted  on  one  side  of 
an  8|-inch  x  11-inch  page,  typewritten,  double-spaced 
and  edited.    Poor  copy  will  result  in  delay. 

4.  Proofs  should  be  returned  to  the  Printing  Plant  as  soon 
as  possible,  and  certainly  no  later  than  one  week  after 
submission. 

Strict  adherence  to  the  above  will  result  in  more  efficient 
operation  and  utilization  of  our  Printing  Plant." 
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Another  directive  of  significant  importance  concerned 
the  enactment  of  an  amendment  to  Chapter  234  of  the 
Acts  of  1963  which  reads  as  follows: 

"Section  IB.  An  employee  of  a  city  or  town  who  serves 
as  a  grand  or  traverse  juror  in  a  federal  court  or  in  the 
courts  of  the  commonwealth  shall  receive  from  such  city 
or  town  the  difference  between  his  salary  and  the  compen- 
sation he  received  for  such  jury  service,  exclusive  of  any 
travel  or  other  allowance." 

Department  heads  and  county  officers  were  instructed 
to  post  copies  of  this  directive  on  their  bulletin  boards 
for  the  general  information  of  all  employees. 

Assistance  was  rendered  by  a  member  of  the  Adminis- 
trative staff  in  the  planning  and  arranging  for  the 
groundbreaking  ceremonies  for  the  new  City  Hall  which 
were  held  under  date  of  September  18  in  the  Dock 
Square  area  of  the  city.  This  event  is  mentioned  here 
because  of  its  historic  significance  and  the  presence  at 
the  ceremony  of  a  majority  of  Boston  leaders  in  every 
field  of  endeavor,  including  religious  dignitaries;  federal, 
state,  and  local  government  officials;  representatives 
from  business,  civic,  and  fraternal  organizations;  the 
judiciary;  and  members  of  the  press.  This  outpouring 
of  dignitaries  and  officials  upon  this  auspicious  occasion 
was  indicative  of  a  desire  upon  the  part  of  the  leaders 
of  our  community  not  only  to  witness  the  inauguration 
of  a  major  building  and  redevelopment  program  but  to 
indicate,  by  their  presence,  a  willingness  to  cooperate 
with  you  and  your  municipal  team  in  the  rebuilding  and 
revitalization  of  our  beloved  municipality. 

Public  relations  work  conducted  by  the  division  con- 
sisted of  the  organizing  and  conducting  of  the  Annual 
Conferama  for  municipal  employees  held  on  November 
21  and  22,  in  addition  to  the  following: 

The  compiling  of  statistical  and  analytical  reports  con- 
cerning not  only  the  activities  of  various  agencies  and  de- 
partments of  city  government  but  other  activities  in  private 
industry  as  well; 

The  compiling  of  annual  reports  of  the  department,  in- 
cluding the  activities  of  the  Public  Safety  Commission; 

The  compiling  of  minutes  of  monthly  meetings  of  the 
Public  Safety  Commission  in  accordance  with  the  pro- 
visions of  Chapter  203,  Acts  of  1959,  as  amended  by 
Chapter  194,  of  the  Acts  of  1961; 
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The  handling  of  correspondence  addressed  to  the  Di- 
rector and/or  the  Board; 

The  rendering  of  assistance  to  the  Greater  Boston  United 
Fund  annual  campaign  in  the  City  Hall  District,  General 
Business  District,  Commerce  and  Industry  Section; 

The  holding  of  meetings  with  municipal  representatives 
of  several  foreign  countries  in  addition  to  representatives 
from  other  sections  of  the  United  States  concerning  various 
municipal  activities  and  functions; 

The  compiling  of  reports  of  varied  character  submitted 
to  your  office  as  requested  by  your  Administrative  As- 
sistants; and 

The  preparing  of  replies  to  Council  Orders  pertaining  to 
certain  municipal  functions. 

1963  CONFERAMA  REPORT 

A  most  timely  and  important  subject  was  featured 
at  the  Municipal  Employees  Eighth  Annual  Conferama 
held  at  the  Boston  Public  Library  Auditorium  in 
November,  namely,  "The  Megalopolis — Traffic  and 
Transportation  Problems." 

The  theme  was  important  in  that  the  problems  of 
traffic  and  transportation  have  been  increasing  by 
leaps  and  bounds  during  the  past  decade  or  more  with 
studies  and  surveys  being  conducted  at  various  levels 
without  any  definite  action  emanating  to  solve  the 
problems  as  a  result  of  these  studies.  It  was  felt  that 
some  of  the  major  issues  involved  should  be  brought 
out  into  the  open  for  general  discussion  and,  as  the 
offerings  of  our  distinguished  speakers  received  more 
than  ordinary  coverage  through  various  news  media 
channels,  we  feel  that  some  success  in  certain  areas  will 
be  resolved  during  the  current  year. 

Since  the  presentation,  the  Mass  Transportation 
Commission  came  up  with  a  major  plan  which  empha- 
sized extensions  of  present  MTA  rapid  transit  facilities 
on  a  basis  that  attracted  rather  than  detracted  the 
attention  of  several  of  the  communities  involved.  If 
only  this  phase  of  the  plan  was  adopted,  it  is  the  con- 
sensus of  public  officials  and  business  generally  that 
this  would  be  a  major  step  in  the  fulfillment  of  other 
recommendations  contained  in  the  plan  and  also  would 
be  a  major  step  in  substituting  action  for  inaction  in 
at  least  one  category  of  the  overall  problem. 
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Although  we  were  obliged  to  organize  and  prepare 
this  presentation  with  a  limited  staff,  the  assistance 
rendered  by  other  agencies  and  individuals  of  our 
municipal  family  made  possible  the  success  which 
crowned  our  efforts.  These  agencies  and  individuals 
to  whom  we  are  indebted  include  the  Printing  Section 
of  the  Purchasing  Division  for  the  printing  of  our 
official  program;  Daniel  V.  Herlihy  of  the  Boston 
Redevelopment  Authority  for  the  program  cover  design; 
your  Administrative  Assistant,  John  H.  O'Neill,  Jr., 
who  arranged  the  catering  service  for  the  distribution  of 
refreshments;  Thomas  Manning  and  George  Scully  of 
the  Library  Department,  who  arranged  the  Lecture  Hall 
exhibits  and  printed  the  name  and  subject  placards  for 
panel  presentations;  Sinclair  Hitchings  and  Paul  Swen- 
son  of  the  Library  Department,  who  arranged  the 
Wiggjn  Gallery  exhibits  of  "Old  Boston"  engravings; 
John  Lane,  the  official  city  photographer  who  produced 
pictures  for  publication;  and  last,  but  not  least,  the 
Director  of  the  Boston  Public  Library  who  rendered 
many  incidental  services  through  several  of  his  as- 
sistants who  cooperated  with  us  in  every  way  in  making 
the  overall  presentation  a  memorable  one. 

Your  presence  and  active  participation  in  the  opening 
hours  of  proceedings  was  an  incentive  for  the  employees 
present  to  be  exceptionally  attentive  and  helped  tremen- 
dously in  creating  the  interest  and  enthusiasm  dis- 
played during  the  course  of  the  presentation.  From 
your  Remarks  at  the  opening  of  the  Conferama,  we 
gained  the  impression  that  you  apparently  were  pleased 
with  the  attendance  and  type  of  program  which  we 
offered.  Your  suggestions  for  improving  and  expanding 
the  Conferama  idea  will  be  given  consideration  when 
we  prepare  and  organize  plans  for  our  1964  presentation. 

In  addition  to  your  participation  as  Honorary  Chair- 
man, the  Director  of  Administrative  Services  as  General 
Chairman,  and  the  Executive  Secretary  to  the  Board  as 
Coordinator,  the  following  experts  in  their  respective 
fields  of  endeavor  made  a  tremendous  contribution  to 
the  overall  program,  for  which  we  are  also  deeply 
grateful  and  to  which  we  are  all  deeply  indebted : 
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Milton  E.  Lord,  Director,  Boston  Public  Library- 
Thomas  F.  Carty,  Commissioner  of  Traffic  and  Parking, 
City  of  Boston 

John  J.  Gunther,  Executive  Director,  U.S.  Conference  of 
Mayors,  Washington,  D.C.,  to  whom  we  extend  an 
additional  vote  of  thanks  for  his  traveling  here  from 
Washington  to  be  with  us  on  this  occasion 

Hon.  Mario  Umana,  Chairman,  Transportation  Com- 
mittee, Massachusetts  Legislature 

Dr.  Joseph  F.  Maloney,  Chairman,  Mass  Transportation 
Commission 

Robert  M.  Jenney,  President,  Jenney  Manufacturing 
Company 

William  R.  McGrath,  Transportation  Coordinator,  Boston 
Redevelopment  Authority 

William  J.  Fitzgerald,  Chairman,  Board  of  Trustees, 
Metropolitan  Transit  Authority 

Joseph  M.  Galeota,  Director  of  Traffic  Engineering, 
Boston  Traffic  and  Parking  Department 

James  Buchanan,  Deputy  Superintendent,  Boston  Police 
Department,  Traffic  Division 

Edward  F.  Fahey,  Captain  of  Police,  Metropolitan 
District  Police 

Bruce  Campbell,  Executive  Vice-President,  Massachusetts 
Safety  Council 

James  R.  Lawton,  Registrar,  Registry  of  Motor  Vehicles 

Charles  O.  Ruddy,  Assistant  Superintendent,  Boston 
School  Department 

C.  A.  Gerden,  Supervisor,  Motor  Transport  Fleet  Services, 
Liberty  Mutual  Insurance  Company 

Albert  P.  Sagansky,  President,  Boston  and  Taunton 
Transportation  Company 

Edward  Kupchik,  Legislative  Agent,  I.T.O.A. 

Robert  S.  Kretschmar,  Executive  Secretary,  American 
Automobile  Association 

Robert  Brooks,  Chief  Inspector,  State  Traffic  Department 

James  H.  Fairclough,  Jr.,  Director,  Jordan  Marsh  Com- 
pany, and  member  of  Citizens'  Traffic  Advisory  Com- 
mittee 

DATA  PROCESSING   UNIT 

During  1963  we  have  actively  continued  the  de- 
velopment of  data  processing  on  service  charges  and 
related  functions.  As  the  1962  report  indicated,  the 
1963  program  included  water  and  sewer  service  charge 
billing,  the  conversion  of  Police  and  Voting  List  files 
and  the  preparation  of  poll  tax  bills  for  1963.  All  of 
these  projects  were  successfully  accomplished. 
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The  conversion  of  Police  and  Voting  List  files,  nearly 
500,000  items,  was  completed  during  the  first  half  of 
1963  and  the  production  of  770,000  lines  of  listing 
information  on  duplicating  masters  were  finished  within 
the  statutory  deadlines,  thanks  to  the  cooperation  re- 
ceived from  the  Police  and  Election  Departments  and 
the  Printing  Section. 

The  Data  Processing  Unit,  with  the  cooperation  of 
the  Assessing  and  Treasury  Departments,  also  prepared 
some  230,000  poll  tax  bills  and  commitments. 

In  addition,  we  have  continued  to  concern  ourselves 
with  the  development  of  data  processing  requirements 
for  agencies  which  will  be  moving  to  the  new  City  Hall. 
These  requirements  have  been  reviewed  in  the  initial 
stages  and  the  development  of  detailed  equipment 
layouts  in  both  preliminary  and  final  design  have  also 
been  reviewed  and  approved. 

Appropriations  requested  for  the  Data  Processing 
Unit  for  1964  are  at  the  same  level  as  for  1963,  in  spite 
of  increases  in  equipment  costs.  We  continue  to  believe 
that  this  sum  will  be  adequate  for  the  completion  of  the 
program  as  it  is  now  defined. 

The  unit  has  provided,  in  addition  to  its  routine  work, 
special  services  to  other  city  departments  and  is  pres- 
ently involved  in  the  development  of  other  applications 
areas  cooperatively  with  the  Public  Works  Department. 
We  believe  that  this  constitutes  tangible  evidence  of 
the  type  of  service  capability  which  will  be  of  sub- 
stantial benefit  to  the  effective  management  of  a  modern 
city  government. 

BUDGET  DIVISION 

The  Budget  Division  prepared  the  1963  budget  for 
the  city  and  county  which,  under  the  provisions  of  the 
City  Charter,  was  submitted  to  the  City  Council  by 
the  first  Monday  in  February. 

The  1963  budget,  as  submitted,  showed  an  increase 
of  only  $10,561.51  over  the  1962  budget.  However,  by 
the  end  of  1963,  due  to  several  factors  of  which  you  are 
aware,  this  slight  increase  expanded  to  some  $5,200,000 
additional.    The  factors  involved  are  as  follows: 
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Statutory  pay  increases  to  employees  of  our  court  system ; 

Increases  for  police  and  firemen; 

Increases  for  nurses  and  physicians  at  our  hospitals; 

Increases  for  librarians  and  assistant  librarians; 

Increases  for  others  covered  by  the  Jacobs  Survey; 

Increases  in  welfare  and  veterans'  services  benefits;  and 
an  increase  in  the  appropriation  for  the  Group  Insur- 
ance Plan  for  City  and  County  employees. 

Studies  of  this  division  during  the  preparation  of  the 
1963  budget  were  instrumental  in  the  placing  of  the 
Sanatorium  function  in  the  capacity  of  an  income 
department  for  the  first  time  in  Boston's  budget  history, 
resulting  in  a  savings  to  the  city  of  more  than  one 
million  dollars. 

Many  problems  were  presented  during  the  year 
because  of  special  appropriations  made  necessary  by 
the  implementation  of  new  compensation  plans  in  almost 
every  agency  of  both  the  city  and  county. 

Welfare  and  Veterans'  Services  Departments  were 
faced  with  unforeseen  expenditures  which  required 
special  examination  and  review,  and  subsequent  ad- 
ditional   appropriations. 

The  replacement  of  obsolete  equipment  on  a  pay-as- 
you-go  basis  required  constant  revisions  of  estimates  by 
the  division  and  departments  concerned  with  additional 
responsibility  being  placed  upon  budget  personnel. 

Once  again,  the  availability  of  "Free  Cash"  allowed 
for  a  more  flexible  tax  base  and  permitted  a  tax  rate 
declaration  which  was  announced  earlier  last  year  than 
at  any  time  in  the  past. 

As  a  result  of  the  businesslike  manner  of  your  ad- 
ministration, the  image  of  Boston  has  steadily  improved, 
with  the  confidence  of  the  business  community  dis- 
played at  every  turn.  It  is  hoped  that  this  attitude 
will  continue  to  prevail.  The  Budget  Division  is  proud 
to  have  played  an  important  part  in  this  ambitious 
and  progressive  program  and  shall  continue  its  efforts 
in  developing  and  improving  techniques  in  budgeting 
which,  in  turn,  will  result  in  the  taxpayer  receiving 
maximum  service  at  a  minimum  cost. 
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COMPLAINTS  DIVISION 

The  aim  of  this  division  is  to  accelerate  the  function 
of  processing  complaints,  to  examine  and  investigate 
each  complaint  registered,  regardless  of  what  agency 
or  individual  may  be  involved,  and  to  render  information 
to  the  public  in  much  the  same  manner  as  obtains  in  most 
of  our  successful  private  business  enterprises  throughout 
the  country. 

Since  this  function  was  moved  to  the  first  floor  of  the 
City  Hall  from  an  office  on  the  second  floor  adjacent 
to  the  Mayor's  Office,  there  have  been  many  more  people 
calling  in  person  for  the  registering  of  complaints 
or  for  the  seeking  of  information. 

We  have  noted  during  the  past  year,  and  the  previous 
year  as  well,  that  there  has  been  an  increase  in  the  num- 
ber of  requests  for  additional  street  lighting  facilities. 
This  type  of  request  is  more  or  less  common  throughout 
the  country  at  the  present  time,  for  obvious  reasons, 
and  we  realize  that  you  are  doing  everything  in  your 
power  to  accelerate  this  program  in  areas  where  the  need 
is  most  urgent.  Complaints  concerning  the  abandon- 
ment of  dilapidated  cars  on  public  streets,  private  ways 
and  many  vacant  lots  have  also  been  increasing,  and 
have  posed  a  serious  problem  for  both  the  Police  and 
Public  Works  Departments.  Without  the  excellent 
cooperation  received  from  all  public  safety  agencies 
of  the  city  in  addition  to  other  departments,  such  as 
the  Building,  Public  Works,  and  Parks  and  Recreation 
Departments,  our  efforts  in  dealing  with  these  complaints 
on  a  businesslike  and  courteous  basis  would  have  been 
in    vain. 

The  informational  function  of  the  division  has  been 
expanding  rapidly  during  the  past  few  years  due  to  the 
greater  number  of  tourists  visiting  our  city.  National 
publicity  concerning  Boston's  progress  and  revitaliza- 
tion  during  the  past  four  years  has  created  more  than 
ordinary  interest  throughout  the  country.  The  demand 
for  maps  and  information  concerning  Boston's  historical 
sites  has  also  increased  to  the  extent  that  our  own  sup- 
plies which  we  acquire  with  limited  funds  are  exhausted 
a  few  weeks  after  acquisition,  thereby  requiring  the 
cooperation  of  both  state  and  private  agencies  to  supply 
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us  with  material  for  distribution.  We  have  been  most 
fortunate  in  this  connection  and  take  this  occasion  to 
express  our  thanks  for  their  cooperation  and  assistance. 
With  the  advent  of  a  new  City  Hall  in  the  offing,  we 
are  firm  in  the  belief  that  the  present  activities  of  this 
division  will  expand  further  within  the  next  two  years 
to  a  point  where  additional  help  and  additional  funds 
may  be  necessary  to  carry  on  this  function  in  a  satis- 
factory manner.  After  the  new  City  Hall  is  erected  and 
we  have  moved  to  the  new  location,  we  can  visualize  a 
greater  demand  for  information  in  many  other  areas  than 
are  presently  covered  but,  with  the  cooperation  of  the 
Chamber  of  Commerce,  civic  organizations,  the  various 
news  media  channels,  and  federal  and  state  agencies,  we 
should  be  in  a  position  to  render  the  type  of  service  that 
will  reflect  credit  upon  the  city  and  your  administration. 

PERSONNEL  DIVISION 

In  addition  to  the  regular  functions  of  the  Personnel 
Division,  the  early  months  of  1963  were  largely  devoted 
to  the  preparatory  steps  necessary  to  the  activation  of 
the  J.  L.  Jacobs  &  Company  recommendations.  Esti- 
mates of  cost  of  implementation  of  the  new  plan  were 
determined  by  a  method  of  figuring  based  on  the  appli- 
cation of  the  rules  for  transition  as  drawn  by  the  Jacobs 
Company. 

Numerous  meetings  were  held  at  the  Classification 
Office  of  the  Division  of  Civil  Service  in  order  to  de- 
termine whether  or  not  the  new  classifications,  as  re- 
commended, would  be  acceptable  to  Civil  Service. 
As  a  result  of  these  conferences  many  revisions  were 
made  before  a  final  list  of  positions  was  established. 

The  officials  of  the  Personnel  Division  arranged 
meetings  with  the  personnel  of  the  various  City  and 
County  Departments  to  instruct  them  in  the  interpre- 
tation of  the  rules  for  administering  the  new  Compensa- 
tion Plan. 

Hearings  were  held  by  the  City  Council  prior  to  ap- 
proval of  a  supplementary  appropriation  of  funds.  At 
these  hearings,  employees  and  employee  representatives 
were  granted  the  opportunity  to  make  suggestions  to  the 
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Director  of  Administrative  Services  and  the  Supervisor 
of  Personnel,  pertaining  to  the  rules,  etc.,  of  the  new 
plan. 

The  plan  was  finally  accepted  and  approved  by  you  on 
July  24,  1963,  effective  as  of  March  6,  1963. 

Subsequent  to  the  date  of  approval,  an  accelerated 
program  was  initiated  to  fully  coordinate  the  activities 
of  the  Personnel  Division  employees  with  those  of  the 
individual  departments  in  order  to  implement  the 
transition  from  the  obsolescent  to  the  new  plan. 

The  transition  of  approximately  8,500  cases  was 
effected  in  accordance  with  the  rules  governing  this 
action. 

The  processing  of  the  extremely  large  volume  of  paper 
work  required  an  extended  effort  on  the  part  of  the 
Personnel  Division  in  order  to  expedite  payment  of 
retroactive  salary  adjustments  due  before  the  end  of 
1963. 

The  cooperation  of  the  personnel  of  the  Division  of 
Civil  Service,  in  the  highest  degree,  resulted  in  success- 
ful completion  of  a  large  majority  of  all  cases. 

An  Appeal  Board  has  been  established  in  accordance 
with  the  provisions  of  Rules  11  and  12  of  the  Compensa- 
tion Plan,  to  provide  a  method  of  appeal  for  any  em- 
ployee claiming  to  be  aggrieved  by  the  compensation 
grade  assigned  to  the  position  allocated  to  him  or  her. 
This  board  will  function  under  the  direction  of  the  Super- 
visor of  Personnel. 

During  the  year  1963,  a  further  reduction  was  real- 
ized in  the  city  working  forces.  Despite  an  increase  in 
the  professional  personnel  of  the  Boston  City  Hospital, 
a  net  reduction  of  133  was  attained  which,  in  terms  of 
dollar  savings,  represents  an  additional  savings  in 
annual  personnel  costs  of  approximately  $532,000. 

GROUP  INSURANCE  UNIT 

Since  the  activation  of  a  Group  Life  and  Health  In- 
surance Plan  for  city  employees  under  the  provisions  of 
Chapter  32B  of  the  General  Laws  in  August  of  1962, 
the  past  year  represented  our  first  full  year  of  operations. 
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One  of  the  major  projects  initiated  and  completed 
last  year  by  this  unit  concerned  the  mailing  of  some 
5,000  kits  to  employees  who  retired  prior  to  August  of 
1962.  These  kits  contained  all  papers  necessary  for  one 
to  continue  his  or  her  hospitalization  benefits  plus  addi- 
tional benefits  allowed  under  the  new  plan.  Eighty-five 
percent  of  the  group  to  whom  these  kits  were  forwarded 
took  advantage  of  the  increased  benefits,  as  we  made  it 
quite  clear  that  if  they  failed  to  join  in  the  Group  Plan, 
the  additional  benefits  offered  would  not  be  available 
under  an  individual  enrollment  with  the  Massachusetts 
Hospital  Service. 

We  were  successful  in  increasing  enrollments  10  per- 
cent during  1963.  This  was  accomplished  by  enrolling 
new  city  and  county  employees  and  the  reopening  of 
applications  to  those  employees  who  failed  to  take  advan- 
tage of  the  plan  at  its  inception  in  1962.  This  required 
personal  contact  with  payroll  clerks  in  all  city  depart- 
ments and  the  furnishing  of  necessary  informational 
kits  for  enrollments. 

It  is  interesting  to  note  that  the  amount  of  benefits 
paid  during  the  year  1963  for  Blue  Cross-Blue  Shield 
coverage  in  behalf  of  city  and  county  employees  or  mem- 
bers of  their  families  totaled  approximately  12,600,000- 
It  is  apparent  that  if  this  type  of  protection  for  the 
employee  and  his  family  were  not  available,  medical 
and  hospitalization  cost  for  the  average  employee 
would  be  an  extreme  hardship  in  many  cases  and  pro- 
hibitive in  many  others. 

We  have  also  been  successful  in  increasing  enrollments 
in  the  student  group  (sons  and  daughters  of  city  and 
county  employees  who  are  presently  attending  school) 
200  percent  and,  at  the  same  time,  have  been  able  to 
procure  a  reduction  in  monthly  premiums  for  this  type 
of  particular  coverage,  thereby  resulting  in  further 
savings  for  the  employee  during  the  current  year. 

In  the  Life  Insurance  segment  of  the  program,  125 
death  claims  were  processed  and  settled  in  the  amount 
of  $2,000  each  during  the  past  year,  in  addition  to 
four  claims  of  double  indemnity  in  the  amount  of 
$4,000  each. 
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In  addition  to  the  routine  processing  of  claims,  acti- 
vating new  enrollments,  reviewing  various  hospital  and 
medical  plans  presently  in  existence,  and  conducting 
other  studies  that  may  result  in  an  expansion  of  activi- 
ties in  the  not  too  distant  future,  we  are  always  on  the 
lookout  for  new  ideas  and  new  plans  that  will  prove 
most  beneficial  to  the  city  and  county  employee  and 
his  family.  We  are  aware  of  your  special  interest  in 
this  all-important  function  and  will  continue  Our  efforts 
to  improve  and  expand  our  present  program  when  and 
as  opportunities  present  themselves. 

PURCHASING  DIVISION 

During  the  year  1963,  the  Purchasing  Division  con- 
tinued its  policy  of  improving  purchasing  techniques 
with  full  knowledge  that  the  economy  of  our  city  will 
continue  to  improve  only  as  long  as  full  value  for  our 
tax  dollar  is  obtained.  During  the  year  1963,  the  total 
amount  expended  for  supplies,  materials,  and  equipment 
was  $8,592,563.04.  There  were  23,400  purchase  orders 
written  during  the  year  from  13,911  requisitions.  There 
were  382  formal  contracts  executed  during  the  year  1963. 

Continued  efforts  are  being  made  by  Purchasing  per- 
sonnel to  find  new  sources  of  reducing  the  costs  of  city 
supplies  without  sacrifice  of  quality.  Some  such  savings 
are  listed  as  follows:  Salt  used  for  snow  and  ice  control 
in  1962  cost  the  city  $11.20  per  ton,  net.  The  cost  in 
1963  amounted  to  less  than  $9  per  ton.  This  saving 
resulted  from  a  new  price  schedule  established  in  1963. 
On  the  basis  of  25,000  tons  which  have  been  placed  with 
the  contractor,  the  savings  during  the  1963-64  winter 
season  will  amount  to  over  $50,000  from  the  savings 
over  the  previous  year.  Purchases  of  instant  custard 
mix  formerly  costing  the  city  91§  cents  per  pound  were 
reduced  to  40  cents  per  pound.  Savings  on  this  one 
item  were  over  $2,000.  Brick  ice  cream  formerly  pur- 
chased at  $1.90  per  gallon  is  now  purchased  for  $1.70 
per  gallon. 

As  a  result  of  inspection  and  investigation  of  supplies 
and  materials  purchased,  in  one  example,  over  one-third 
the  former  cost  of  polishing  machines  was  saved  which 
amounted  to  $800. 
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Hydraulic  oil  formerly  costing  58  cents  per  gallon  is 
now  purchased  for  38.3  cents  per  gallon.  Antifreeze 
purchased  for  $1,255  per  gallon  in  1962  was  purchased 
for  $1.21  per  gallon  in  1963.  Automobile  batteries  cost- 
ing $8.45,  $9.19,  $10.60,  $10.40  for  various  sizes  in  1962 
were  purchased  for  $7.69,  $8.60,  $9.63,  $9.27  for  the 
same  sizes  in  1963.  Price  discount  on  gasoline  in  1962 
was  5.57  cents  per  gallon  as  compared  to  5.995  cents  in 
1963.  Automobile  motor  oil  was  purchased  at  39  cents 
per  gallon  in  1962  as  compared  to  35.9  cents  per  gallon 
in  1963.  Spark  plugs  were  purchased  for  39.5  cents 
each  in  1962  as  compared  to  38.5  cents  each  in  1963. 

By  consolidation  of  purchasing  of  parental  solutions, 
savings  of  over  50  percent  have  been  realized  amounting 
to  many  thousands  of  dollars.  Bulk  purchasing  on 
parental  and  blood  administration  sets  have  resulted  in 
savings  of  many  thousands  of  dollars.  Needles,  22 
gauge,  formerly  costing  $432  per  gross  are  now  being 
purchased  at  $162  per  gross. 

Betadine  antiseptic  solutions  formerly  costing  $12.50 
per  gallon  in  20-gallon  quantity  are  now  purchased  at 
$10.50  per  gallon  in  25-gallon  quantity.  Other  savings 
are  listed  below: 

Drug  Items 
Aramine  1%  inj.  10  cc.  vial 
Ilosone  Pulvules 
Liqua;emin  Sod.  1  cc.  vials 
Neomycin  Sulfate  tabs. 
Solu-Cortef  Mix-O-Vial  100  mg. 


Insulin 


Plain 
Prot  Zinc 
NPH 


40  units 
80  units 
40  units 
80  units 
40  units 
80  units 


1962  Price 

1963  Price 

$1.53 

vial 

$1.24 

vial 

104.50 

M 

145.00 

M 

'  .39 

vial 

.33 

vial 

169.98 

M 

62.00 

M 

2.85 

vial 

2.25 

vial 

1962  Price 

1963  Price 

$0.75 

vial 

$0.49 

vial 

1.47 

vial 

.96 

vial 

.88 

vial 

.58 

vial 

1.69 

vial 

1.10 

vial 

.88 

vial 

.58 

vial 

1.69 

vial 

1.08 

vial 

As  a  result  of  traffic  metal  caps  being  redesigned,  a 
savings  of  approximately  $150  was  realized  on  one 
requisition.  Police  handcuffs  formerly  costing  $11  per 
pair  are  now  purchased  for  $9.60  per  pair.  Police 
badges  formerly  costing  the  city  80  cents  each  are  now 
purchased  for  62.5  cents  each.  As  a  result  of  restyling 
ladies'  hosiery  formerly  costing  $11.95  per  dozen  are 
now  purchased  for  $4.60  per  dozen.     Air  foam  rubber 


Administrative  Services  Department  19 

mattresses  have  been  purchased  at  savings  of  approxi- 
mately 13  percent.  Cotton  bathrobes  previously  cost- 
ing $48  per  dozen  are  now  purchased  for  $28.50  per 
dozen.  Photographic  paper,  Grade  R,  formerly  costing 
$21.36  per  roll  is  now  purchased  for  $13.50  per  roll. 
Medical  gases  formerly  purchased  for  40  cents  per  cubic 
foot  now  cost  the  city  24.7  cents  per  cubic  foot.  Liquid 
foam  for  the  Fire  Department  formerly  costing  $4.20 
per  gallon  is  now  purchased  for  $2.75  per  gallon.  By 
means  of  large  volume  buying  of  envelopes,  price 
dropped  from  $11.29  per  M  to  $7.30  per  M.  Glassine 
sterilized  envelopes  formerly  purchased  at  $5.75  per  M 
now  cost  the  city  $2.20  per  M.  Blankets  formerly 
costing  the  city  $5.50  each  now  cost  $3.15  each.  Ma- 
terial for  nurses'  caps  formerly  costing  90  cents  per  yard 
is  now  purchased  at  31  cents  per  yard.  Savings  of  20 
percent  have  been  realized  on  purchases  of  bottle  gas. 
The  price  for  parking  meter  posts  is  50  percent  less  than 
the  previous  year. 

By  eliminating  one  certain  type  of  vault  for  the 
Cemetery  Division  of  the  Parks  and  Recreation  Depart- 
ment, considerable  savings  have  been  realized  in  the 
purchasing  of  this  type  of  material. 

By  substituting  Krimp  forms  for  bump  fastener  forms, 
the  following  savings  were  realized  in  1963: 


Quantity 

Krimp  Price 

Bump  Fastener 
Price 

10,000 
25,000 

$30.80     M 
39.25    M 

$47.18    M 
47.18    M 

Bulk  buying  is  the  keystone  of  good  purchasing  and 
constant  attempts  are  being  made  to  have  various  de- 
partments anticipate  their  future  needs  in  advance  to 
enable  the  Purchasing  Division  to  buy  commodities  in 
this  manner. 

During  the  past  four  years  the  Purchasing  Division 
has  demonstrated  what  a  large  municipality  can  accom- 
plish in  the  matter  of  buying.  The  examples  projected 
above  clearly  indicate  that  shopping  around  for  the 
most  satisfactory  and  serviceable  product  at  a  minimum 
cost  results  in  tremendous  savings  to  the  taxpayer. 
This  has  been  our  goal  for  the  past  several  years  and  it 
is  our  intent  to  continue  our  efforts  in  this  most  im- 
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portant  function  with  a  view  to  expanding  our  buying 
techniques  in  many  other  areas  where  we  find  oppor- 
tunities for  cutting  costs  without  sacrificing  quality. 

The  Purchasing  Division  has  been  a  profit-making 
function  of  the  city  during  the  past  four  years  and 
should  with  the  cooperation  of  all  city  and  county 
agencies  involved,  show  substantial  increases  in  buyer- 
savings  in  the  years  ahead. 

SURPLUS  PROPERTY  UNIT 

The  establishment  of  this  unit  in  1954  to  centralize 
the  recording,  distribution,  and  disposal  of  surplus 
property  has  proven  to  be  another  important  function 
of  municipal  operations.  The  results  to  date  have 
been  most  gratifying  in  every  respect,  and  the  adoption 
of  procedures  in  reporting,  transferring,  storing,  and 
disposing  of  surplus  property  in  a  businesslike  manner 
was  a  worthwhile  move. 

Prior  to  the  establishment  of  this  unit,  it  was  cus- 
tomary for  many  departments  to  retain  surplus  property 
over  a  long  period  of  time  without  giving  any  con- 
sideration to  whether  or  not  such  property  could  be 
used  elsewhere  or  disposed  of  while  it  had  some  intrinsic 
value.  When  the  unit  was  established  it  was  found 
that  many  items  declared  as  surplus  in  one  department 
could  be  used  to  advantage  by  another  department  or 
departments,  thereby  obviating  the  necessity  for  in- 
cluding such  items  in  annual  or  supplementary  budgets. 

At  the  present  time  every  channel  of  disposal  within 
city  departments  is  explored  before  any  item  is  stored 
or  disposed  of  by  sale.  For  example,  during  the  past 
year,  some  140  requests  were  made  by  various  depart- 
ments for  desks,  chairs,  filing  cabinets,  tables,  and 
other  office  furniture,  and  we  were  successful  in  honoring 
a  majority  of  these  requests  by  delivering  surplus  and 
serviceable  equipment  which  we  had  stored  in  the 
depot  established  in  the  basement  of  the  Maurice  J. 
Tobin  Building,  Tremont  street,  Roxbury. 

When  we  were  unable  to  furnish  some  specific  type 
of  furniture  or  equipment,  a  visit  was  made  by  a  repre- 
sentative of  the  unit  to  the  Massachusetts  Surplus 
Property   Depot  in  Taunton,   Mass.,   where,   in  most 
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cases,  we  were  successful  in  securing  the  item  or  items 
requested.  In  our  opinion,  this  particular  function 
should  be  expanded.  We  are  certain  that  many  more 
items  than  are  presently  being  acquired  through  the 
Massachusetts  Surplus  Property  Depot  can  be  secured 
at  tremendous  savings  to  the  city  and  the  taxpayer. 
With  the  taking  over  of  the  property  disposal  function 
of  the  Police  and  School  Departments  during  the  past 
year,  it  was  impossible  to  devote  the  time  and  study 
necessary  to  explore  the  various  avenues  open  for  the 
acquisition  of  surplus  property  stored  at  the  Taunton 
Depot.  It  may  be  necessary  and  advisable  to  acquire 
the  services  of  another  individual  who  would  be  dele- 
gated to  handle  this  phase  of  operations  which,  we 
believe,  will  become  an  important  procedure  in  municipal 
purchasing  in  the  years  ahead. 

Surplus  property  classified  as  "junk"  was  disposed 
of  to  the  highest  bidder,  with  a  representative  of  the 
unit  present  to  observe  removal  and  weighing.  As  a 
result  of  the  disposal  of  this  type  of  material,  we  were 
successful  in  securing  for  the  city  a  sum  of  over  $8,200, 
which,  if  this  unit  were  not  functioning,  would  never 
be  realized. 

When  the  new  City  Hall  is  ready  for  occupancy, 
this  unit  will  be  most  active  for  the  six  months  or  so 
prior  to  moving  in  order  to  dispose  of  all  property 
that  will  be  declared  as  " surplus"  at  the  time.  Our 
experience  and  training  in  this  field  during  the  past 
several  years  should  prove  most  beneficial  when  the 
time  arrives  for  this  unit  to  accelerate  these  activities. 

OFFICE  MACHINE  REPAIR  UNIT 

This  unit,  now  in  its  eighth  year,  has  proven  to  be 
most  valuable  as  a  centralized  administrative  function 
of  city  government. 

In  1963  some  2,300  inspections  of  office  machines 
were  made,  consisting  of  cleaning,  oiling,  and  adjusting, 
with  any  necessary  repairs  for  which  outside  contractors 
would  charge  from  $8  to  $12  per  inspection.  In  several 
cases  departments  requested  service  for  machines  which 
required  a  complete  overhaul,  and,  in  approximately 
30   cases,   it   was   found   that   machines   were   beyond 
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reasonable  repair  and  departments  were  advised  to 
trade  in  the  old  for  new  equipment.  The  unit  received 
750  emergency  calls  for  immediate  repairs  which  were 
handled  promptly  and  efficiently.  Parts  for  equipment 
are  purchased  at  wholesale  prices,  and  savings  up  to 
300  percent  on  certain  parts  were  realized. 

It  is  estimated  that  the  cost  of  service  rendered  if 
performed  by  outside  contractors  would  approximate 
over  $25,000  annually,  and,  with  the  cost  of  operations 
for  the  year  1963  totaling  in  the  vicinity  of  $11,000, 
and  with  savings  averaging  $9,000  for  the  past  eight 
years,  savings  of  $72,000  over  the  8-year  period  not 
only  justifies  this  operation  but  warrants  consideration 
for  expanding  it  with  additional  help,  additional  equip- 
ment, and  the  possibility  of  serving  the  School  Depart- 
ment and  other  city  and  county  agencies  that  are 
located  in  areas  remote  from  the  center  of  the  city 
and  which  are  presently  being  serviced  by  outside 
firms. 

In  addition  to  the  savings  realized  from  this  operation, 
the  prompt  and  efficient  servicing  of  machines  has  also 
been  an  important  factor  in  eliminating  delays  in 
production  in  the  departments  presently  being  serviced. 
Additional  service  has  been  rendered  to  the  Office 
Machine  buyer  by  having  the  service  man  check  ma- 
chines being  offered  for  trade  in  the  purchase  of  new 
machines.  In  many  cases  we  found  the  machine  being 
traded  was  in  good  condition.  In  such  cases  we  placed 
this  machine  in  stock  for  emergency  purposes  and 
traded  one  of  the  older  machines  for  the  new. 

PRINTING  SECTION 

In  view  ot  the  fact  that  the  Boston  Municipal  Re- 
search Bureau  conducted  a  study  of  the  Printing 
Section  in  1963  and  a  report  of  the  results  of  this  study 
was  issued  the  latter  part  of  December,  a  copy  of 
which  was  forwarded  to  you  for  your  perusal,  it  is  not 
necessary  to  go  into  detail  here  concerning  Plant  opera- 
tions and  activities  which  are  already  incorporated  in 
said  report. 


Administrative  Services  Department         23 

The  Research  Bureau  report,  which  contained  several 
suggestions  for  improving  efficiency  in  Plant  operations, 
is  presently  under  review  and  study  for  the  purpose  of 
evaluating  the  feasibility  or  advisability  of  adopting 
either  in  part  or  in  toto  the  various  recommendations 
contained  therein.  We  are,  and  have  been,  aware  of 
some  of  the  deficiencies  pointed  out  in  this  report  and 
have  made  attempts  on  several  occasions  to  correct 
them,  being  successful  in  certain  instances  and  unsuc- 
cessful  in    others. 

It  must  be  remembered  that  there  are  many  more 
factors  involved  in  the  management  of  a  municipal 
printing  plant  than  there  are  in  the  management  of  a 
private  firm  or  in  some  of  the  municipal  plant  operations 
to  which  the  Research  Bureau  makes  reference  in  its 
report.  For  example,  as  Civil  Service  regulations 
differ  in  cities  outside  of  the  Commonwealth  and,  as 
many  municipally  operated  plants  outside  of  Boston 
do  not  have  to  contend  with  union  representation,  it 
can  readily  be  seen  that  many  of  the  personnel  and 
management  problems  that  are  peculiar  or  applicable 
to  the  Boston  operation  are  not  in  evidence  in  other 
printing  plants  where  Civil  Service  and/or  union 
affiliation  are  not  important  issues. 

After  our  study  has  been  completed  and  we  have 
arrived  at  a  solution  to  some  of  the  problems  involved, 
we  are  confident  that  increased  efficiency  and  greater 
production  will  be  the  result  of  our  efforts.  We  realize, 
however,  that  we  cannot  expect  a  rapid  transition  of 
present  operations  and  procedures  without  creating 
other  problems  of  a  similar  or  greater  nature.  It  is  our 
contention  that  a  gradual  and  consistent  development 
of  efficiency  in  certain  areas  of  operation  will  be  more 
effective  than  endeavoring  to  make  an  overall  change 
in  long-established  practices  in  a  short  period  of  time. 

ART  COMMISSION 

Although  the  Art  Commission  is  not  subject  to  the 
supervision  or  control  of  the  Administrative  Services 
Board  or  any  member  thereof,  however,  under  the  pro- 
visions of  the  existing  ordinance  the  annual  report  or 
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any  other  report  of  the  Art  Commission  is  obliged  to  be 
made  through  the  Board,  and,  in  accordance  therewith, 
we  submit  the  annual  report  of  this  commission. 

The  members  of  the  commission  include  the  following: 

Nelson  W.  Aldrich,  Chairman,  nominated  by  the  Massa- 
chusetts Institute  of  Technology,  term  expiring  May  1,. 
1964. 

William  B.  Osgood,  nominated  by  the  Trustees  of  the  Bos- 
ton Public  Library,  term  expiring  May  1,  1966. 

Margaret  Fitzhugh  Brown,  nominated  by  the  Copley 
Society  of  Boston,  term  expiring  May  1,  1967. 

Alice  M.  Walsh  (nee  Maginnis),  nominated  by  the  Museum 
of  Fine  Arts,  term  expired  May  1,  1963.  (Continued 
in  office  under  the  provisions  of  Section  1,  Chapter  3, 
Revised  Ordinance  of  1961.) 

Marvin  Goody,  nominated  by  the  Boston  Society  of 
Architects,  term  expiring  May  1,  1965. 

David  McKibbon,  lOf  Beacon  street,  Boston,  employed 
as  a  clerk  on  a  part-time  basis. 

As  you  are  aware,  the  commission  has  the  custody  and 
care  of  all  works  of  art  owned  by  the  city.  No  work  of 
art  can  be  accepted  by  the  city,  erected,  or  placed  in 
any  public  way  without  the  approval  of  the  Art  Com- 
mission. In  addition,  it  is  also  responsible  for  the  upkeep 
of  monuments  in  public  squares  and  the  care  of  existing 
paintings  owned  by  the  city. 

The  activities  of  the  commission  have  been  more  or 
less  limited  over  recent  years  because  of  budgetary 
limitations  and  other  factors  which  prevent  large 
expenditures  of  public  funds  at  the  present  time.  Annual 
expenditures  are,  and  have  been,  in  the  vicinity  of 
approximately  $2,000. 

During  the  past  year,  the  Art  Commission  has  had 
innumerable  consultations  on  the  subject  of  a  new 
location  for  the  Patrick  Collins  Memorial,  now  on 
Commonwealth  avenue  at  the  Charlesgate  West.  A  site 
further  downtown  along  the  Commonwealth  Avenue 
Mall  has  been  selected. 

A  marker  to  Mary  Draper  at  the  West  Roxbury 
branch  of  the  Public  Library  was  fixed  in  place  after 
having  been  bent  and  separated  from  the  fountain 
of  which  it  was  a  part. 
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Preliminary  work  was  completed  on  the  project 
restoring  the  Japanese  lantern  in  the  Public  Garden 
to  its  original  condition  but  final  work  has  been  de- 
layed temporarily  until  weather  permits  in  the  spring. 

This  department  is  privileged  in  having  associated 
with  it  such  outstanding  individuals  who  comprise 
the  membership  of  the  Art  Commission  and  who 
contribute  their  services  to  the  city. 

Boston  has  always  enjoyed  a  high  standard  among 
the  large  cities  of  the  country  and  the  world  in  its 
appreciation  of  the  arts,  and  it  is  comforting  to  know 
that  personages  of  such  high  caliber  in  this  particular 
field  have  been  selected  to  take  charge  of  this  important 
function  of  government. 

CONCLUSION 

In  concluding  this  report,  we  believe  it  is  proper  at 
this  time,  in  view  of  the  fact  that  the  department  com- 
pleted its  tenth  year  of  operations  in  1963,  to  review 
briefly  some  of  its  accomplishments  and  some  of  the 
ideas  advanced  to  improve  administrative  functions 
throughout  the  city  government  in  accordance  with  the 
intent  of  the  ordinance  establishing  the  department. 

The  original  organization  consisted  of  five  members, 
namely,  the  Director  of  Administrative  Services,  who 
serves  as  Chairman;  the  Supervisor  of  Personnel;  the 
Purchasing  Agent;  the  City  Auditor,  and  the  Collector- 
Treasurer.  In  addition  to  the  Board,  the  original 
organization  also  consisted  of  four  divisions,  namely, 
the  Administrative,  Budget,  Personnel,  and  Purchasing; 
and  one  unit,  the  Printing  Section  under  the  supervision 
of  the  Purchasing  Division.  One  Board,  known  as  the 
Art  Commission,  consisting  of  five  members,  a  separate 
entity,  was  also  incorporated  into  the  department  under 
the  original  ordinance. 

Since  the  establishment  of  the  original  organization, 
board  membership  and  departmental  functions  have  ex- 
panded over  the  ten-year  period  with  the  result  that  we 
now  have  a  seven-man  board  which  includes,  in  addition 
to  the  original  membership,  the  Supervisor  of  Budgets 
and  the  Commissioner  of  Assessing.     One  new  division 
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was  established,  namely,  the  Complaints  Division;  and 
four  additional  units,  namely,  the  Data  Processing 
Unit,  under  the  supervision  of  the  Administrative  Divi- 
sion; the  Group  Life-Health  Insurance  Unit,  under  the 
supervision  of  the  Personnel  Division;  the  Office  Ma- 
chine Repair  Unit  and  the  Surplus  Property  Unit,  both 
under  the  jurisdiction  of  the  Purchasing  Division; 
thereby  making  a  total,  at  the  present  time,  of  five 
divisions  and  five  units.  Two  other  units,  namely,  the 
Central  Mimeographing  Service  Unit  and  the  Adresso- 
graph  Unit  which  were  established  on  a  trial  basis  for 
a  brief  period  of  time  during  the  ten-year  period,  were 
abolished  and  discontinued,  after  it  was  learned  that 
both  units,  as  they  were  set  up,  did  not  work  out  satis- 
factorily due  mainly  to  the  location  of  operations  and  a 
demand  that  high  salaried  employees  perform  the  work 
involved. 

In  addition  to  the  Art  Commission,  which  is  not  con- 
sidered as  a  division  per  se  for  the  reason  that  it  is  not 
under  the  jurisdiction  of  the  Administrative  Services 
Board,  another  Commission,  known  as  the  Public 
Safety  Commission,  was  established  by  statute  in  1959, 
consisting  of  nine  members,  later  expanded  to  ten,  with 
the  Director  designated  as  Chairman,  which  also  is  a 
separate  entity.  Present  membership,  in  addition  to 
the  Director,  includes:  the  Building  Commissioner;  the 
Civil  Defense  Director;  the  Fire  Commissioner;  the 
General  Manager  of  the  Metropolitan  Transit  Author- 
ity; the  Health  Commissioner;  the  Police  Commissioner; 
the  Public  Works  Commissioner;  the  Superintendent  of 
Schools;  and  the  Commissioner  of  Traffic  and  Parking. 
Although  a  segment  of  the  Administrative  Services  De- 
partment, this  Board,  nevertheless,  is  not  subject  to 
the  supervision  or  control  of  the  Administrative  Services 
Board.  To  summarize,  the  Administrative  Services 
Department  consists  of  the  following  boards,  divisions 
and  units  at  the  present  time. 

Boards  : 

Administrative  Services  (7  Members) 

Art  Commission  (5  Members) 

Public  Safety  Commission  (10  Members) 
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Divisions: 

Administrative 

Budget 

Personnel 

Purchasing 

Complaints 

Units  : 

Printing  Section 

Data  Processing 

Group  Life-Health  Insurance 

Office  Machine  Repair 

Surplus  Property 

Rather  than  go  into  detail  concerning  the  various 
accomplishments,  recommendations,  and  ideas  advanced 
during  the  past  decade,  which  are  contained  in  previous 
annual  reports,  we  will  merely  list  below  a  table  of 
important  subjects  considered  during  the  ten-year 
period,  including  studies  or  surveys  conducted  or  sug- 
gested, rules  or  regulations  put  into  effect,  new  activities 
recommended  and  many  other  items  of  an  administra- 
tive nature  that  were  either  adopted  or  given  consid- 
eration : 

NEW  DIVISIONS,   UNITS  OR  AGENCIES 

ESTABLISHED 

Establishment  of  a  Complaints  Division. 
Establishment  of  a  Central  Mailing  Unit  in  the  Treasury 
Department. 

Establishment  of  an  Office  Machine  Repair  Unit  in  the 
Purchasing  Division. 

Establishment  of  a  Surplus  Property  Unit  in  the  Purchas- 
ing Division. 

Establishment  of  a  Data  Processing  Unit  in  the  Adminis- 
trative Division. 

Establishment  of  a  Group  Life-Health  Insurance  Unit  in 
the  Personnel  Division. 

Establishment  of  a  Binding  Operation  at  the  Printing 
Plant. 

Establishment  of  a  Central  Mimeographing  Unit  in 
Printing  Plant.    (Discontinued.) 

Establishment  of  a  Health  Council. 
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Establishment  of  a  Personnel  Medical  Unit  at  City- 
Hospital 

Establishment  of  an  Addressograph  Unit  at  Printing 
Plant.    (Discontinued.) 

Surveys  or  Studies  Initiated  Which  Resulted  in  the 
Adoption  of  New  Procedures  or  Improvements  in 
Previous  Operations. 

Procedure  adopted  to  expedite  transfer  of  departmental 
personal  property  to  Purchasing  Agent  when  not  needed 
in  city  departments.  (Study  made  prior  to  the  estab- 
lishment of  Surplus  Property  Unit.) 

Procedure  adopted  whereby  the  Purchasing  Agent  now 
secures  "suitable  evidence"  of  the  receipt  of  materials 
and  supplies. 

Survey  of  surplus  departmental  equipment  and  the 
utilization  thereof. 

Survey  of  use  of  telephones  for  private  use,  resulting  in  the 
installation  of  a  new  system. 

Stocking  of  office  supplies  under  the  supervision  of  Pur- 
chasing Agent. 

Survey  of  binding  operations  at  Library  and  School  De- 
partments. 

Study  of  consolidated  charity  fund  to  eliminate  the  ever- 
increasing  number  of  individual  drives. 

Review  of  reports  of  Mayor's  Committee  on  City  Finances 
relating  to  the  Fire  Department. 

Study  for  purpose  of  revising  departmental  license  fees. 
(Ordinances  amended  as  result  of  study.) 

Study  of  policies  for  sick  leave  allowances  in  other  govern- 
mental jurisdictions. 

Review  of  Mayor's  Administrative  Review  Committee  on 
departmental  attendance  records. 

Review  of  disability  retirements  in  relation  to  income  from 
outside  employment  of  those  retired.  (Resulted  in 
legislative  action  to  correct  the  situation.) 

Study  of  lag  in  Assessing  Department  in  the  issuance  of 
motor  excise  tax  bills. 

Review  of  report  of  Mayor's  Committee  on  Municipal 
Finances  re  suggested  savings  in  Police  Department 
operations.    (Prior  to  Tamm  Survey.) 

Standardization  of  office  forms  and  supplies.  (Survey 
conducted  by  Charles  M.  Evans,  Associates,  Con- 
sultants.) 

Establishment  of  a  uniform  system  of  timekeeping  and 
attendance  reporting. 

Expansion  of  payment  of  employees  by  check.  (Most 
departments  paid  by  cash  prior  to  this  study.) 

Study  of  meals  for  employees  at  various  city  institutions. 
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Assignment  of  Budget  Analysts  to  handle  specific  depart- 
ments or  agencies. 

Installation  of  a  Performance  Budget,  as  a  result  of  train- 
ing conducted  by  J.  M.  Cunningham  Company,  Systems 
Consultants,  New  York. 

Liberalization  of  sick  leave  for  city  employees. 

Departmental  staffing  studies.  (Partial  survey  conducted 
by  Charles  M.  Evans,  Associates;  included  Purchasing 
Division,  Printing  Plant,  Election,  Treasury,  Welfare, 
Building,  Assessing,  and  Traffic  Departments.) 

Closing  of  Out-Patient  Department  at  City  Hospital  on 
Saturday  mornings  during  summer  months. 

Compilation  of  booklets  which  were  distributed  to  em- 
ployees concerning  rules  and  regulations  covering  sick 
leave,  vacation  leave,  military  leave,  etc. 

Survey  of  aquarium  and  recommended  closing. 

Several  Printing  Plant  surveys  conducted  including 
Printing  Section  of  Library. 

Survey  of  postage  requirements  for  city  departments  which 
resulted  in  the  installation  of  postage  meters  in  the 
Central  Mailing  Unit  in  the  Treasury  Department. 

Survey  of  typewriters  in  use  by  city  departments.  (Con- 
ducted by  Royal  Typewriter  Company  without  charge.) 

Study  of  areaways  throughout  the  city  with  a  view  to 
increasing  rentals. 

Renumbering  of  offices  in  City  Hall. 

Overtime  payments  in  calendar  week  rather  than  pay 
week. 

Survey  of  existing  Health  Units. 

Consolidation  of  Library  Printing  Section  with  City 
Printing  Plant. 

Secured  the  services  of  an  expert  in  Fire  Department  ad- 
ministration, namely,  Warren  Y.  Kimball,  without 
cost  to  city,  to  conduct  survey. 

Adoption  of  a  new  standard  classification  of  expenditures 
and  an  expenditure  and  accounting  code. 

Study  of  specifications  to  standardize  purchases  of  canned 
goods  for  city  institutions.  (Conducted  by  Charles  M. 
Evans,  Associates.) 

The  establishment  of  a  more  systematic  inventory  control 
of  paper  stock  at  the  Printing  Plant. 

Studies  to  realize  possible  savings  in  qualities  of  paper 
used  at  the  Printing  Plant. 

Study  of  billing  procedures  at  the  Printing  Plant  resulting 
in  two  billings  per  year  rather  than  twelve. 

Standard  specifications  established  for  all  repeat  or  stand- 
ard forms. 
Transfer  of  billing  from  Welfare  Department  to  Hospital 
Department  for  hospital  care  to  all  persons  determined 
to  be  the  responsibility  of  jurisdictions  other  than  the 
City  of  Boston. 
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Transfer  of  function  from  Welfare  Department  to  Hospital 
Department  of  conducting  interrogatories  necessary  for 
settlement  determinations  covering  "unable  to  pay" 
admissions  at  the  City  Hospital.  (This  change  reduced 
the  estimated  workload  for  settlement  determinations 
from  over  10,000  cases  annually  to  approximately 
3,000.) 

Survey  of  Parks  and  Recreation  Department  with  a  view 
to  setting  up  an  efficient  inventory  control. 

Survey  and  analysis  of  shower-bath  facilities  in  the  Parks 
and  Recreation  Department. 

Survey  of  Hospital  Department  relative  to  stock  inven- 
tories, service  orders,  disbursement  of  supplies  and 
custodial  care. 

Legislation  recommended  and  enacted- — transfer  of  the 
authority  for  designating  coasting  streets  from  Public 
Works  Department  to  Traffic  Commission. 

Group  Insurance  Plan' — studies  initiated  in  1955. 

Study  of  punch  card  and  tabulating  equipment  with  view 
to  expanding  operations. 

Classification  and  Compensation  Plan  Surveys.  (Con- 
ducted on  two  occasions  by  J.  L.  Jacobs  Company.) 

Health  Department  ambulance  service  placed  on  a  rental 
basis. 

Survey  of  assessing  policies  to  improve  existing  procedures. 
(Cuthbert  Reeves,  of  New  York,  hired  as  Consultant.) 

Survey  of  all  fuel  burning  installations  to  determine 
possible  improvements. 

Review  of  Library  Department  operations  after  studies 
conducted  by  Mayor's  City  Committee  on  Municipal 
Finance  and  the  City  Planning  Board. 

Services  of  Paul  A.  Newsome,  Public  Relations  expert, 
acquired  without  charge,  to  submit  proposals  for  the 
advertising  and  selling  of  Boston  to  attract  business 
and  tourist  trade. 

Improvements  made  in  the  processing  of  Municipal  Lien 
Certificates. 

Study  of  Atlas  requirements  for  various  city  departments . 

Procedural  Manuals  produced  for  all  city  departments. 

Study  of  crime  reporting  system  in  Police  Department. 

Installation  of  a  punch  card  system  in  Personnel  Division 
for  the  purpose  of  ascertaining  statistical  information  in  a 
more  efficient  manner. 

New  equipment  installed  in  Printing  Plant  from  Equip- 
ment Loan  Funds. 

Copies  of  City  Council  and  School  Committee  Minutes 
now  attached  to  City  Record.  (Prior  to  this  procedure 
they  were  incorporated  into  City  Record  and  required 
the  setting  up  of  new  type  in  each  instance.) 
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Printing   of   contract    specifications   in   City   Record   dis- 
continued.    (This  custom  involved  considerable  expense 
prior  to  the  new  procedure.) 
A  records  study  initiated  and  completed  for  the  Boston 

Licensing  Board. 
In-Training    programs    for    employees    inaugurated    in 

several  departments. 
Booklet  entitled  "The  Boston  Tax  Story"  compiled  and 

distributed    among    legislators,     city    councillors,    and 

business  organizations  throughout  the  city  and  state. 
A  forty-five  million  dollar  funding  loan  authorized  by 

Legislature  after  Board  recommended  such  legislation 

to  the  Mayor. 
An  up-to-date   booklet   entitled   "Certificates,    Licenses, 

Permits,  Issued  to  the  City  of  Boston,  Including  Services 

Rendered,"  compiled  and  distributed. 
A  new  mailing  inserting  machine  installed  in  Treasury 

Department. 
Consolidation  of  Purchasing.     (Joint  purchases  of  items 

used  by  more  than  one  department.) 
The  inauguration   of   Municipal   Research   Seminars   re- 
garding  various   phases    of   municipal   administration, 

resulting  in  annual  Conferama  presentations. 
Consolidations  of  police  and  fire  stations. 
New  procedures   adopted  in  the  handling   of  veterans' 

abatements  in  the  Assessing  Department. 
The   screening   of   all   purchase   requisitions   by   Budget 

Analysts  to  ascertain  minimum  needs  of  department 

rather  than  over-buying  certain  products. 
Substantial    decreases    made    in    number    of    permanent 

employees  by  not  filling  vacancies  upon  retirements, 

resignations,  etc. 
Automation  programs  inaugurated  in  Welfare,  Hospital, 

Police,  and  Administrative  Services  Departments. 
Policy  established  for  physical  examinations  for  temporary 

employees.      (To   reduce    suits    against    the    city    and 

workmen's  compensation  costs.) 
Services    of    Professor    Lambie    of    Harvard    University 

secured,  without  cost,  to  instruct  assessors  in  modern 

assessing  techniques  and  procedures. 
Legislation  enacted  as  result  of  Board  recommendation 

to  reduce  number  of  mortuaries  in  Suffolk  County  from 

two  to  one. 
Inventory    system    inaugurated    in    Purchasing  Division 

covering  all  types  of  office  and  heavy  equipment  under 

control  of  various  city  departments. 
The  expansion  of  microfilming  operations. 
Improvements  in  the   processing   of   real   estate,   motor 

excise,  and  poll  tax  bills. 
South  Station  Garage  Study  initiated  and  completed. 
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Urban  Renewal  Coordinating  Study  initiated.  (Now 
under  Boston  Redevelopment  Authority  supervision.) 

Procedures  outlined  to  county  officials  concerning  the 
awarding  of  contracts  without  advertising. 

A  study  of  safety  measures  in  daily  operations. 

Postage  meters  recommended  for  use  by  the  Library, 
Hospital,  and  School  Departments. 

Collection  of  rentals  on  city-owned  properties  placed  un- 
der sole  jurisdiction  of  Collector-Treasurer.  (Real 
Property  Department  collected  rents  prior  to  this  new 
procedure.) 

Blue  Cross-Blue  Shield  deductions  placed  on  a  weekly 
basis  rather  than  monthly. 

Utilization  of  advertising  plates  on  metered  mail  recom- 
mended and  initiated. 

Estimated  savings  since  the  establishment  of  an  Office 
Machine  Repair  Unit  in  1956—172,000. 

Chauffeur-driven  cars  for  department  heads  discontinued. 

Cleanup-Fixup  Campaigns  placed  on  a  full-time  basis 
rather  than  once  a  year. 

Time  Stamps  installed  in  city  departments. 

Motor  Pool  operations  transferred  from  Public  Works  De- 
partment to  Traffic  and  Parking  Department. 

Newly  designed  card  adopted  for  employee  attendance 
records. 

Tightening  up  of  controls  over  expenditures  and  employee 
absenteeism. 

Fire  Department  designated  with  the  responsibility  of 
servicing  all  city  departments  in  the  matter  of  checking, 
refilling,  and  replacing  fire  extinguishers  when  out  of 
order. 

Health  Insurance  studies  accelerated  and  a  Life-Health 
Insurance  Plan  adopted  for  all  City  and  County  em- 
ployees. 

Identification  marks  placed  on  all  city  vehicles. 

Secretarial  and  administrative  assistance  rendered  to  the 
Boston  Government  Center  Commission  in  the  initial 
stages  of  operation  and  for  a  period  of  approximately 
three  years  thereafter. 

Business  operations  of  City  Record  under  supervision  of 
member  of  Administrative  Services  Department  staff. 
(Temporary.) 

Assistance  rendered  annually  to  the  Greater  Boston 
United  Fund  Campaign- — City  Hall  District. 

Police  Department  personnel  records  integrated  into  per- 
manent records  of  Personnel  Division. 

Initiation  of  bulk  rather  than  piecemeal  purchasing. 
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Surveys,  Ideas,  or  Studies  Suggested  or  Recommended 
But  Not  Initiated 

Establishment  of  Central  Licensing  Bureau  in  Hall  or 
Annex. 

Recommended  moving  of  Licensing  Board  to  other  loca- 
tion to  save  rentals. 

The  establishment  of  an  Organization  and  Methods  Unit 
under  the  Administrative  Division  to  conduct  various 
surveys  and  studies  with  a  view  to  reducing  the  need 
for  or  possibly  eliminating  the  need  for  hiring  of  con- 
sultants in  many  instances.  (Lack  of  suitable  space 
and  sufficient  personnel  have  delayed  this  move.) 

Establishment  of  an  Industrial  Development  Commission 
as  a  result  of  Newsome  Study. 

A  Central  Storage  Warehouse  for  items  supplied  to  one  or 
more  departments  recommended. 

The  feasibility  of  transferring  the  Public  Buildings  Divi- 
sion of  the  Real  Property  Department  to  the  Adminis- 
trative Services  Department. 

The  appointment  of  a  liaison  officer  to  keep  city  officials 
informed  re  all  federal  aid  programs  which  would  re- 
sult in  the  city  receiving  its  maximum  share  of  federal 
aid  and  assistance. 

The  hiring  of  two  messengers  to  pick  up  and  deliver  mail 
throughout  City  Hall  and  Annex. 

The  centralization  of  tabulating  equipment  in  Hall  and 
Annex. 

Recommendation  to  transfer  mimeographing  operation 
from  Printing  Plant  to  City  Hall  Annex.  (Sufficient 
space  not  available.) 

The  above  list  covers  many  phases  of  municipal  opera- 
tions in  which  the  Board  and/or  Department  have  had 
an  active  interest  during  its  ten-year  life  and  represents 
an  investment  that  has  been  paying  dividends  in  the 
form  of  advances  in  administrative  techniques  which, 
in  turn,  have  resulted  not  only  in  substantial  savings  in 
several  categories  but  in  a  more  efficient  and  business- 
like method  of  handling  and  administering  city  affairs. 

However,  there  is  much  more  to  be  done  in  the  fields 
already  explored  and  in  additional  areas  where  studies 
have  been  initiated  but  held  in  abeyance  because  of 
circumstances  beyond  our  control.  There  are  many  new 
problems  that  will  arise  within  the  period  the  new  City 
Hall  is  being  erected  and  many  of  these  should  be  re- 
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solved  prior  to  the  actual  moving  date.  Some  of  the 
more  important  studies  or  projects  that  should  be  con- 
sidered or  initiated  at  an  early  date  are  listed  herewith: 

A  new  Procedural  Manual  project  covering  all  city  de- 
partments with  an  updating  of  present  procedures  and 
a  review  of  all  such  manuals  for  the  purpose  of  improv- 
ing present  methods  of  operations  and  eliminating 
obsolete  practices. 

A  records  management  study  with  a  view  to  accounting 
for,  preserving  and  disposing  of  all  public  records  or 
documents. 

In-Service  Training  Programs  to  be  explored  and  initiated. 

The  compilation  of  an  updated  employees  handbook  con- 
taining information  on  sick  leave  and  vacation  leave 
allowances  and  other  fringe  benefits  to  which  an  em- 
ployee is  entitled  both  under  Civil  Service  regulations 
and  Mayor  Directives. 

Proposed  operations  of  a  Central  Mailing  Unit  in  the  new 
City  Hall. 
Updating  of  equipment  inventories. 

A  standard  catalogue  to  be  developed  and  kept  in  a  cen- 
tral storage  room  or  storerooms  in  the  new  City  Hall 
where  items  used  by  one  or  more  departments  will  be 
available.  (Principles  developed  for  a  central  store- 
room would  be  applied  generally  to  the  storing  problems 
of  all  departments.) 

An  extension  of  the  use  of  labor-saving  office  equipment  in 
all  departments  should  be  studied.  (Business  organiza- 
tions dealing  with  such  equipment  should  render  assist- 
ance without  charge.) 

A  comprehensive  study  should  be  renewed  with  a  view  to 
increasing  the  yield  from  present  sources  of  miscellan- 
eous revenues  and  to  determine  new  sources  permitted 
by  existing  law  but  not  used. 

A  study  should  be  initiated  at  the  earliest  possible  date  re 
the  feasibility  of  establishing  a  central  licensing  bureau 
in  the  new  City  Hall. 

A  memorandum  or  notice  should  be  drawn  up  covering  a 
long-term  management  improvement  program  for  each 
department.  This  would  include  projects  to  be  devel- 
oped soon  and  others  which  might  have  to  be  delayed. 
It  would  also  include  doubtful  items  for  later  studies. 

The  above  is  only  a  sample  of  the  type  of  projects 
that  we  have  in  mind  for  the  next  two  years.  Some 
have  already  been  initiated.  Many  others  will  develop 
in  the  interim.  Determinations  as  to  their  importance 
and  priority  will  be  based  on  conditions  existing  at  the 
time. 
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We  feel  that  we  have  contributed,  in  some  small 
measure,  to  the  new  picture  you  have  created  in  the  ad- 
ministration of  municipal  affairs  and,  we  are  hopeful 
that  our  efforts  in  the  future,  under  your  guidance,  will 
result  in  our  attaining  the  goals  to  which  we  aspire. 

Respectfully  submitted, 

Henry  A.  Scagnoli,  Chairman, 

Director  of  Administrative  Services 
Adolph  H.  Brauneis,  Commissioner  of 

Assessing 
Henry  T.  Brennan,  Supervisor  of  Budgets 
Michael  A.  DeSimone,  Purchasing  Agent 
Duncan  T.  Foley,  Supervisor  of  Personnel 
James  E.  Gildea,  Collector-Treasurer 
John  T.  Leonard,  City  Auditor 

Lawrence  W.  Costello, 

Executive  Secretary 
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January  6,  1964. 

Hon.  John  F.  Collins, 

Mayor  of  Boston. 

Dear  Mr.  Mayor: 

In  accordance  with  the  provisions  of  Chapter  3, 
Section  25,  of  the  Revised  Ordinances  of  1961,  we  are 
pleased  to  submit  herewith  the  tenth  annual  report 
of  the  Public  Safety  Commission  for  the  year  com- 
mencing January  1,  1963,  and  ended  December  31, 
1963. 

This  is  the  fourth  Public  Safety  Commission  annual 
report  that  is  submitted  as  part  of  the  Administrative 
Services  Department  annual  report,  all  other  previous 
annual  reports  having  been  submitted  as  part  of  the 
Building  Department  annual  report. 

The  chief  function  of  this  Commission  under  the 
provisions  of  Chapter  203,  Acts  of  1959,  as  amended 
by  Chapter  194,  Acts  of  1961,  is  to  coordinate  the  work 
of  all  departments  concerned  with  public  safety,  to 
the  end  that  there  may  be  efficient  and  concerted 
action  by  said  departments,  particularly  in  times  of 
emergency  and/or  disaster. 

The  members  of  this  Commission,  including  the 
Executive  Secretary  to  the  Commission,  serve  without 
compensation  and  without  an  appropriation  of  any 
character,  thereby  obviating  the  necessity  of  submitting 
a  financial  statement  concerning  expenditures. 

Under  date  of  September  30,  1963,  Dr.  Frederick  J. 
Gillis,  retired  from  his  position  as  Superintendent  of 
Schools  which  automatically  left  a  vacancy  on  this 
Board.  This  vacancy  was  filled  under  date  of  October 
1,  1963,  through  the  appointment  of  William  H.  Ohren- 
berger  as  the  new  Superintendent  of  Schools  who 
became  a  member  of  this  body  by  virtue  of  said  appoint- 
ment. 

In  passing,  we  would  like  to  express  our  regrets 
upon  the  retirement  of  Dr.  Gillis  who  devoted  the 
greater  part  of  his  life  to  the  many  aspects  of  school 
education  and  who,  while  serving  on  this  Commission, 
was  always  ready  and  willing  to  contribute  his  time 
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and  valued  suggestions  in  the  interests  of  public  safety. 
We  wish  for  him  every  success  and  happiness  in  the 
years  ahead. 

We  were  fortunate  in  filling  the  vacuum  caused  by 
the  retirement  of  Dr.  Gillis  by  acquiring  the  services 
and  talents  of  William  H.  Ohrenberger  who,  also,  has 
devoted  the  greater  part  of  his  life  to  the  field  of  edu- 
cation. His  knowledge  of  and  familiarity  with  the 
problems  of  today's  teenager,  more  especially  with 
those  connected  with  the  Boston  School  system,  should 
be  of  tremendous  value  to  the  aims  and  goals  of  this 
Board  in  the  advancement  and  development  of  public 
safety  programs. 

In  accordance  with  statutory  requirements,  meetings 
were  held  at  least  monthly  during  the  year  1963  on 
the  following  dates,  at  Room  43,  City  Hall,  with  the 
exception  of  one  special  meeting  which  was  held  at 
Room  702,  City  Hall  Annex: 

January  10  July  18 

February  14  August  15 

*February  25  September  19 

March  7  October  17 

April  18  November  14 

May  16  December  19 
June  27 

*  (Special  Meeting) 

Although  the  Committee  on  Licenses  is  a  subcom- 
mittee of  the  Public  Safety  Commission,  its  functions 
and  operations  are  carried  on  within  the  Building 
Department  in  accordance  with  the  provisions  of 
Chapter  203,  Section  2,  of  the  Acts  of  1959,  and  a  report 
on  its  activities  for  the  year  is  incorporated  in  the 
annual  report  of  the  Building  Department. 

SNOW  COORDINATING  TABLE 

One  of  the  major  accomplishments  of  this  Board  was 
the  establishment  of  a  sound  and  workable  disaster 
relief  team  known  at  the  present  time  as  the  Snow  Co- 
ordinating Table.  When  this  team  was  activated  back 
in  1961,  its  function  was  limited  more  or  less  to  snow 
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removal  operations  and  the  elimination  of  hazards  per- 
taining to  these  operations  during  and  subsequent  to 
major  snowstorms.  However,  it  was  learned,  through 
experience,  that  this  team  had  a  vast  potential  in  other 
areas  of  public  safety  far  removed  from  the  snow  re- 
moval operation.  Through  constant  study  and  revisions 
in  previous  operations,  it  is  now  possible  to  handle  major 
disasters  of  any  character  with  more  efficiency  and  dis- 
patch than  has  ever  been  evident  or  even  possible  in  the 
Boston  area  during  the  past  fifty  years. 

The  coordination  of  effort  on  the  part  of  the  depart- 
ments represented  on  this  Board  has  been  the  answer  to 
the  success  we  have  achieved  to  date.  For  example, 
when  the  Civil  Defense  Agency  was  experiencing  some 
difficulty  during  the  past  year  in  distributing  emergency 
supplies  for  shelter  areas  established  throughout  the 
city,  the  Public  Works  Department,  the  Fire  Depart- 
ment, the  Traffic  and  Parking  Department,  the  Metro- 
politan Transit  Authority,  the  School  Department,  and 
the  Parks  and  Recreation  Department,  which  depart- 
ment, incidentally,  is  not  represented  on  this  Board,  all 
pitched  in  and  contributed  their  efforts  in  this  all-im- 
portant operation.  The  planning  for  the  operation  was 
the  result  of  the  Special  Meeting  held  on  February  25. 

It  is  common  knowledge  that  in  the  operation  of  any 
disaster  relief  team,  the  members  of  such  a  team  require 
the  cooperation  and  assistance  of  many  of  the  key  em- 
ployees of  the  agencies  involved.  In  this  connection, 
one  of  the  most  devoted  and  dedicated  employees  to 
the  cause  of  public  safety  and  to  the  success  of  disaster 
relief  operations  was  the  late  Fire  Chief,  John  A.  Martin, 
who  died  on  July  13,  1963.  The  appreciation  of  this 
Board  for  services  rendered  by  the  late  Chief  Martin  is 
best  expressed  in  the  following  letter  forwarded  to  his 
widow  under  date  of  July  19,  1963,  as  a  result  of  a 
Resolution  passed  unanimously  at  the  July  18  meeting. 

Mrs.  John  A.  Martin, 
183  Milton  Street, 
Dorchester,  Mass. 

Dear  Mrs.  Martin: 

At  a  meeting  of  the  Boston  Public  Safety  Commission 

held  on  Thursday,  July  18,  the  following  Resolution  was 
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unanimously  adopted  and  expresses  in  a  few  words  the 
honor  and  esteem  in  which  your  beloved  husband  was  held 
in  the  hearts  and  minds  of  its  members : 
Resolved,  That  the  City  of  Boston  Public  Safety  Commis- 
sion record  its  deep  and  sincere  sympathy  upon  the  death 
of  Fire  Chief  John  A.  Martin  whose  forty-six  years  of 
devoted  service  to  the  city  and  the  safety  of  the  public  was 
marked  by  courageous  and  unselfish  dedication  to  the 
public  and  his  fellow  man. 

Chief  Martin  epitomized  the  life  of  the  firefighter  to  the 
nth  degree;  his  leadership  was  respected  by  both  the  fire 
fighter  and  the  citizen  as  well;  his  calmness  and  serenity  at 
the  time  of  major  disasters  or  emergencies  was  an  attribute 
in  which  he  excelled;  his  ability  to  meet  every  situation 
while  facing  the  perils  and  dangers  of  fire  fighting  was  a 
quality  well  known  by  all  who  had  the  pleasure  of  being 
associated  with  him. 

The  end  of  his  long  and  faithful  service  has  come.  His 
name,  his  memory,  his  deeds,  his  deep  love  for  his  fellow 
man  will  never  be  forgotten. 

It  is  sincerely  hoped  that  this  expression  of  the  feelings 
of  this  Commission  concerning  Chief  Martin's  service  will, 
in  some  small  way,  assuage  the  sorrow  occasioned  by  your 
great  loss. 

Sincerely  yours, 

For  the  Commission, 
Henry  A.  Scagnoli,  Chairman. 


FIRE  SAFETY  IN  THE  PUBLIC  SCHOOLS 

In  our  1962  annual  report  reference  was  made  to  a 
new  system  placed  in  effect  whereby  monthly  reports 
were  required  from  headmasters  and  principals  in  the 
Boston  Public  School  System  concerning  fire  drills  and 
inspections  of  fire  alarm  systems. 

In  1963,  another  safety  measure  was  adopted  which 
requires  that  principals  of  all  schools  and  districts  report 
quarterly  to  the  Superintendent  of  Schools  on  the  con- 
dition of  smoke  screen  and  fire  doors.  Inspection  blanks 
have  been  distributed  to  the  various  school  principals 
and  two  copies  of  each  quarterly  report  must  be  received 
in  the  Office  of  the  Superintendent  within  three  days  of 
the  inspection  by  an  official  of  the  Fire  Department 
whose  signature  must  appear  on  each  copy.  It  is  the 
intent  of  the  law  that  all  smoke  screen  and  fire  doors  be 
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kept  in  a  closed  position  at  all  times.  Doorchecks,. 
weights,  and  other  hardware  attached  to  these  doors 
must  be  kept  in  proper  operating  condition.  Weights, 
hooks,  or  other  devices  to  hold  these  doors  in  any  open 
position  are  now  forbidden.  Any  mechanical  or  struc- 
tural defects,  when  reported,  are  corrected  immediately 
by  referral  of  the  same  to  the  Chief  Structural  Engineer 
of  the  School  Department. 

This  added  measure  of  caution  for  the  safety  of  our 
school  population  has  resulted  in  the  alerting  of  school 
principals  and  schoolteachers  to  the  many  possibilities 
of  peril  and  danger  that  present  themselves  during  the 
time  of  an  emergency. 

THE  JAY  WALKING  LAW 

Although  this  Board  has  been  most  active  during  the 
past  year  in  furthering  the  acceptance  by  the  City 
Council  of  this  important  legislation,  more  especially,, 
the  Chairman  and  the  Commissioner  of  Traffic  and 
Parking,  the  year  ended  without  the  Council  taking 
affirmative  action.  Commissioner  Carty  appeared  before 
the  City  Council  on  several  occasions  to  explain  the 
details  of  the  bill  and  to  emphasize  the  importance  of 
its  acceptance  at  the  earliest  possible  date.  It  is  the 
consensus  of  Board  members  that  if  the  acceptance  of 
this  legislation  resulted  in  the  saving  of  even  one  life, 
it  would  be  well  worth  the  time  and  effort  expended. 

At  the  Conferama  presentation  of  the  Administrative 
Services  Department  held  in  November,  a  panel  was 
organized  to  point  out  the  salient  features  of  the  "Pe- 
destrian Control  Law"  and,  it  was  hoped,  as  a  result  of 
this  presentation,  favorable  action  would  have  been 
forthcoming  from  the  City  Council  before  the  end  of 
the  year.  However,  as  only  one  member  of  the  Council 
was  in  attendance,  it  can  plainly  be  seen  that  the 
interest  we  expected  to  create  among  the  Council  mem- 
bership did  not  materialize.  We  are  hopeful,  however, 
that  this  Honorable  Body  will  act  favorably  in  the 
matter  at  the  earliest  possible  date,  as  it  will  require  at 
least  a  year  of  intensive  education  and  training  for  the 
general  public  before  we  can  enforce  efficiently  and 
systematically  the  provisions  of  the  law  without  creating 
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confusion  and  resentment  among  the  general  public.  A 
copy  of  this  legislation  is  incorporated  herein  for  the 
information  of  all  those  interested  in  the  safety  of  the 
pedestrian. 

Chapter  409.  An  Act  Authoeizing  the  Commonwealth, 
the  Metropolitan  District  Commission,  and  Cities 
and  Towns  to  Adopt  Rules  Regulating  the  Use  of 
Ways  by  Pedestrians,  and  Providing  for  the  Non- 
Criminal  Disposition  of  Violations  Thereof. 

Be  it  enacted,  etc.,  as  follows: 

SECTION  I.  Chapter  90  of  the  General  Laws  is  hereby 
amended  by  inserting  after  section  18  the  following  sec- 
tion :  — 

SECTION  18A.  The  department,  the  metropolitan  dis- 
trict commission,  the  traffic  and  parking  commission  of 
the  city  of  Boston,  the  traffic  commission  of  any  city  or 
town  having  such  a  commission  with  authority  to  promul- 
gate traffic  rules,  the  city  council  of  any  other  city, 
and  the  board  of  selectmen  of  any  other  town  may,  subject 
to  the  provisions  of  section  two  of  chapter  eighty-five, 
adopt,  amend  and  repeal  rules,  not  repugnant  to  law, 
regulating  the  use  by  pedestrians  of  ways  within  their 
respective  control;  provided,  however,  that  no  such  rule 
adopted  by  said  traffic  and  parking  commission  or  by  any 
such  traffic  commission,  any  city  council  or  any  board  of 
selectmen  shall  take  effect  until  approved  in  writing  by 
the  department,  nor,  in  the  case  of  any  such  rule  adopted 
by  said  traffic  and  parking  commission,  until  published  in 
the  City  Record,  or,  in  the  case  of  any  other  such  rule, 
until  published  in  a  newspaper  published  in  the  city  or 
town  in  which  such  rule  is  to  be  applicable,  if  any,  other- 
wise in  the  county  wherein  such  city  or  town  lies.  As  used 
in  this  paragraph,  the  word  "pedestrian"  shall  include  a 
person  in  or  on  any  conveyance,  other  than  a  bicycle, 
constructed  and  designed  for  propulsion  by  muscular 
power,  as  well  as  including  a  person  on  foot.  Whoever 
violates  any  provision  of  any  such  rule  shall  be  punished 
by  a  fine  of  one  dollar  for  the  first,  second  or  third  such 
offense  committed  by  such  person  within  the  jurisdiction 
of  the  district  court  in  the  particular  calendar  year,  and  by 
a  fine  of  two  dollars  for  the  fourth  or  subsequent  such 
offense  so  committed  in  such  calendar  year. 
If  a  police  officer  takes  cognizance  of  a  violation  of  any 
provision  of  any  such  rule,  he  shall  forthwith  give  to  the 
offender  a  written  notice  to  appear  before  the  clerk  of  the 
district  court  having  jurisdiction,  at  any  time  during  office 
hours,  not  later  than  twenty-one  days  after  the  time  of 
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such  violation.  Such  notice  shall  be  made  in  triplicate  and 
shall  contain  the  name  and  address  of  the  offender,  the 
time,  place  and  nature  of  the  violation,  and  the  name  of 
the  police  officer.  Upon  the  completion  of  his  tour  of  duty 
such  police  officer  shall  give  his  commanding  officer  two 
copies  of  such  notice.  Said  commanding  officer  shall  retain 
one  such  copy  in  his  files  and,  not  later  than  the  next  court 
day,  deliver  the  other  copy  to  the  clerk  of  the  court  before 
whom  the  offender  has  been  notified  to  appear. 
A  police  officer  taking  cognizance  of  any  such  violation 
may  request  the  offender  to  state  his  name  and  address. 
Whoever,  upon  such  request,  refuses  to  state  his  name  and 
address,  or  states  a  false  name  and  address  or  a  name  and 
address  which  is  not  bis  name  and  address  in  ordinary  use, 
shall  be  punished  by  a  fine  of  not  less  than  twenty  nor 
more  than  fifty  dollars.  Any  such  offender  who  refuses 
upon  such  request  to  state  his  name  and  address  may  be 
arrested  without  a  warrant;  but  no  person  shall  be  arrested 
without  a  warrant  for  any  other  violation  of  any  provision 
of  this  paragraph  or  for  any  violation  of  any  provision  of 
any  such  rule. 

Any  person  notified  to  appear  before  the  clerk  of  a  district 
court  as  hereinbefore  provided  may  appear  before  such 
clerk  and  confess  the  offense  charged,  either  personally  or 
through  an  agent  duly  authorized  in  writing  or  by  mailing 
to  such  clerk,  with  the  notice,  the  sum  provided  herein, 
such  payment  to  be  made  only  by  postal  note,  money 
order  or  check.  If  it  is  the  first,  second  or  third  offense 
subject  to  this  section  committed  by  such  person  within 
the  jurisdiction  of  the  court  in  the  calendar  year,  payment 
to  such  clerk  of  the  sum  of  one  dollar  shall  operate  as  a 
final  disposition  of  the  case;  if  it  is  the  fourth  or  sub- 
sequent such  offense  so  committed  in  such  calendar 
year  payment  to  such  clerk  of  the  sum  of  two  dollars  shall 
operate  as  a  final  disposition  of  the  case.  Proceedings 
under  this  paragraph  shall  not  be  deemed  criminal;  and 
no  person  notified  to  appear  before  the  clerk  of  a  district 
court  as  provided  herein  shall  be  required  to  report  to 
any  probation  officer,  and  no  record  of  the  case  shall  be 
entered  in  the  probation  records. 

Should  any  person  notified  to  appear  before  the  clerk  of 
the  district  court  fail  to  appear  or,  having  appeared, 
desire  not  to  avail  himself  of  the  procedure  hereinbefore 
provided  for  the  non-criminal  disposition  of  the  case,  the 
clerk  shall,  as  soon  as  may  be,  notify  the  officer  concerned, 
who  shall  forthwith  make  a  complaint  and  follow  the  pro- 
cedure established  for  criminal  cases.  If  any  person 
fails  to  appear  in  accordance  with  the  summons  issued 
upon  such  complaint  the  clerk  shall  send  such  person  by 
registered  mail,  return  receipt  requested,  a  notice  that  the 
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complaint  is  pending  and  that  if  the  person  fails  to  appear 
within  twenty-one  days  from  the  sending  of  such  notice  a 
warrant  for  his  arrest  will  be  issued.  If  any  person  fails 
to  appear  within  twenty-one  days  from  the  sending  of  such 
notice  the  court  shall  issue  a  warrant  for  his  arrest.  A 
violation  of  any  provision  of  any  such  rule  or  of  any 
provision  of  this  section  shall  not,  in  any  civil  proceed- 
ings, constitute  negligence  or  be  admissible  as  evidence 
of  negligence,  nor  shall  a  conviction  for  such  a  violation 
be  shown  to  affect  the  credibility  of  a  witness  in  any  pro- 
ceeding. 

The  provisions  of  this  section  relative  to  ways  within  the 
control  of  cities  or  towns  shall  be  effective  in  cities  or 
towns  accepting  said  provisions;  provided,  however,  that 
at  any  time  after  the  expiration  of  two  years  from  the  time 
of  any  such  acceptance  a  city  or  town  may,  in  the  same 
manner  as  such  provisions  were  accepted,  revoke  the  same. 

SECTION  2.  The  provisions  of  section  eighteen  A  of 
chapter  ninety  of  the  General  Laws,  inserted  by  section 
one  of  this  act,  relative  to  ways  within  the  control  of  the 
commonwealth  or  the  metropolitan  district  commission 
shall  take  effect  upon  the  effective  date  of  this  act. 

Approved  May  7,  1962. 


CIVIL  DEFENSE  ACTIVITIES 

A  tremendous  amount  of  emergency  supplies  for 
shelter  areas  throughout  the  city  were  received  in  Boston 
during  the  past  year  from  the  Federal  Government 
and  the  Civil  Defense  Department,  with  the  assistance 
of  other  city  departments,  has  been  actively  engaged 
in  distributing  these  supplies  to  both  governmental  and 
private  agencies  licensed  for  the  purpose.  We  wish 
to  express  our  thanks  and  appreciation  to  D.  W.  Dunn 
and  E.  A.  Spry,  movers,  who  contributed  one  truck  per 
day  each  week,  including  a  driver,  to  expedite  these 
deliveries.  This  generous  contribution  was  sponsored 
by  the  National  Association  on  Transportation,  to  which 
association  we  are  also  indebted. 

At  the  special  meeting  held  in  February,  the  Chairman 
invited  the  State  Civil  Defense  Director,  Daniel  Finn, 
and  the  Director,  Area  Number  One,  National  Civil 
Defense  Agency,  John  Lovering,  who  were  most  helpful 
to  us  during  the  initial  stage  of  planning. 
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Arrangements  were  made  during  the  late  summer  by 
our  Civil  Defense  Director  and  Chairman  of  the  Board 
for  the  allocation  of  some  4,200  square  feet  of  space  in  the 
basement  of  the  new  City  Hall  for  an  emergency  opera- 
ting center  in  the  event  of  an  enemy  attack.  The  opera- 
tion will  be  more  or  less  technical  in  character  with  a 
minimum  amount  of  space  allocated  for  sleeping  and 
eating  areas.  Rooms  adjacent  to  the  operating  center 
will  be  reserved  for  you  and  your  staff  and  members  of 
the  City  Council  so  that  the  city  could  operate,  in  the 
event  of  enemy  attack,  on  at  least  a  partial  legal  basis. 

During  September,  Civil  Defense  supplies  that  were 
stored  in  the  East  Newton  Street  Armory,  which  was 
razed  for  the  construction  of  a  new  Mental  Health 
Center,  were  transferred  to  the  laundry  facility  near 
Albany  street,  obviating  the  necessity  of  the  city  being 
obliged  to  bear  the  expense  of  possible  storage  costs. 

The  Metropolitan  Transit  Authority  made  available 
500,000  square  feet  of  subway  space  for  Civil  Defense 
shelter  purposes,  thereby  giving  Boston  the  recognition 
of  being  the  first  city  in  the  nation  which  will  have  an 
underground  hospital,  fully  equipped  with  everything 
except  doctors  and  nurses.  Present  plans  are  to  con- 
struct the  hospital  in  the  Broadway  Station  in  South 
Boston  where  some  385  packing  cases  of  X-ray  machines, 
instruments,  medicines,  drugs,  and  200  beds  will  be 
located.  Plans  are  also  in  the  making  for  the  establish- 
ment of  other  smaller  emergency-hospital  units  in  the 
subway  system.  This  availability  of  subway  space  to 
accommodate  150,000  persons,  if  necessary,  will  help 
to  make  a  "New  Boston"  underground. 

MISCELLANEOUS 

During  the  past  year,  the  Traffic  and  Parking  De- 
partment completed  the  installation  of  new  street 
signs  in  the  downtown  area,  all  reflectorized,  covering 
the  area  from  Massachusetts  avenue  in  town.  This  was 
an  important  project  that  was  long  overdue  and  fits  in 
with  the  "New  Look"  for  Boston  that  you  have  been 
successful  in  creating  during  the  past  four  years.  We 
are  hopeful  that  all  street  signs  throughout  the  city 
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will  be  replaced  within  the  next  two  years  to  supplement 
the  street  sign  work  that  has  already  been  performed 
in  the  downtown  area  and  which  has  attracted  the  at- 
tention of  residents  of  our  beloved  city  as  well  as  visitors 
and  tourists. 

The  Rat  Control  Program  was  accelerated  and  proved 
most  successful  in  at  least  two  areas  surveyed.  The 
first  segment,  covering  the  area  from  the  Public  Garden 
to  Kenmore  square,  included  the  inspection  of  some 
1,500  buildings,  and  was  completed  in  August;  the 
second  segment  covered  the  area  from  Charlesgate  West 
to  Granby  street.  In  addition  to  the  possible  extermina- 
tion of  this  rodent  in  certain  residential  areas,  it  has 
provided  the  Health  Department  with  an  opportunity 
to  educate  and  train  certain  individuals  in  the  impor- 
tance of  systematic  disposal  of  garbage  and  litter  which 
is  the  main  cause  for  the  influx  of  rats  in  any  specific  area. 
The  Beacon  Hill  area  is  presently  being  surveyed  and  it  is 
planned  to  conduct  surveys  during  the  current  year 
in  certain  areas  of  the  Dorchester  district  where  the 
program  needs  to  be  applied  at  an  early  date. 

Winter  regulations  for  all-night  parking  took  effect 
on  November  1,  1963,  with  odd-numbered  sides  of  the 
street  being  designated  for  parking  as  against  even- 
numbered  sides  which  was  in  effect  in  1962.  Because 
of  the  hazards  involved  in  certain  sections  of  the  city 
where  streets  are  narrow  and  residents  continue  to 
park  on  both  sides  of  the  street,  it  was  the  consensus 
of  Board  members  that  some  action  should  be  taken 
to  warn  violators  prior  to  the  arrival  of  a  major  snow- 
storm. It  was  found  it  would  have  been  illegal  for  the 
Police  Department  to  issue  such  warnings  in  printed 
form  and  therefore,  the  Public  Works  Commissioner, 
accepted  the  responsibility  of  printing  and  issuing 
leaflets  explaining  the  regulations  and  attaching  same 
to  windshields  of  cars  parked  illegally.  This  operation 
proved  most  successful  prior  to  the  snowstorm  that 
visited  the  city  just  prior  to  Christmas  and  alleviated 
to  some  extent  many  of  the  problems  with  which  the 
Public  Works  Department  is  faced  each  winter  as  a 
result  of  major  snowstorms. 
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The  problem  of  air  pollution,  which  was  never  con- 
sidered a  real  problem  in  Boston  until  the  United 
States  Public  Health  Service  conducted  a  study  here 
the  latter  part  of  the  year,  has  given  Board  members 
cause  to  be  concerned  over  the  preliminary  results  of 
this  study  which  have  not  been  finalized  to  the  present 
time. 

Public  concern  over  air  pollution  is  centered  mainly 
on  its  effects  on  health,  knowledge  of  which  is  still 
extremely  limited. 

According  to  the  Editorial  Research  Reports  of  the 
United  States  Conference  of  Mayors,  at  least  10,000 
American  cities  are  reported  to  have  air  pollution 
problems.  This  condition  is  an  inevitable  consequence 
of  industrial  expansion  and  the  growth  of  metropolitan 
areas.  At  least  60  percent  of  the  people  of  the  United 
States  now  live  in  the  country's  180  metropolitan 
centers  and  it  is  expected  that  two  thirds  of  the  popu- 
lation will  be  so  concentrated  by  1975,  at  which  time 
residents  of  metropolitan  areas  may  be  exposed  to  more 
than  double  the  present  volume  of  urban  contaminants.1 

Although  Air  Pollution  Control  is  presently  under 
the  jurisdiction  of  the  state  and  federal  governments 
insofar  as  Boston  is  concerned,  it  was  felt  that  if  con- 
ditions, as  outlined  by  the  United  States  Public  Health 
Service  in  its  preliminary  report,  were  found  to  be 
accurate,  it  might  be  necessary  for  the  city  government 
to  consider  the  feasibility  of  initiating  its  own  control 
unit.  There  were  differences  of  opinion  expressed  by 
state  officials  concerning  the  preliminary  report  of  the 
Boston  area  and,  as  final  results  of  the  federal  study 
will  not  be  available  until  April  or  May  of  the  current 
year,  it  was  decided  to  hold  the  matter  in  abeyance 
until  that  time. 

SUMMARY 

As  1963  marked  the  tenth  anniversary  of  the  establish- 
ment of  the  Public  Safety  Commission,  it  might  be  well 
to  review  some  of  the  major  accomplishments  of  this 
Commission  since  its  inception.    The  following  includes 

i  Council  of  State  Government,  Air  Pollution  Summary  Report  to  the  Governor's  Con- 
ference, May,  1958. 
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some  of  the  activities  and  studies  initiated  by  this  Com- 
mission or  activities  in  which  members  were  active  in 
either  a  consulting  or  advisory  capacity: 

The  establishment  of  a  new  Housing  Code. 

The  establishment  of  a  new  Building  Code. 

The  establishment  of  a  Public  Health  Council. 

The  elimination  of  dangerous  coasting  areas. 

The  enactment  of  an  all-night  parking  law. 

The  adoption  of  safety  regulations  for  the  operation  of 
elevators. 

The  inauguration  of  major  demolition  programs. 

The  enforcement  of  building  and  housing  code  violations. 

The  establishment  of  control  over  polio  and  Asian  flu. 

The  adoption  of  a  general  form  for  reporting  violations 
and  defects  in  city  services. 

The  adoption  of  a  procedure  whereby  preliminary  ap- 
proval of  building  plans  by  the  Fire  Department  is  neces- 
sary before  final  approval  by  the  Building  Department  for 
the  purpose  of  eliminating  the  possibility  of  fire  hazards. 

The  inauguration  of  a  street  numbering  program. 

The  inauguration  of  an  accelerated  inspection  program 
covering  schools,  churches,  hospitals,  rest  homes,  day 
nurseries,  etc. 

The  establishment  of  a  disaster  relief  program  under  the 
jurisdiction  of  the  Snow  Coordinating  Table. 

The  inauguration  of  a  Rat  Control  Program. 

The  initial  proposal  to  include  a  civil  defense  shelter 
area  in  the  basement  of  the  new  City  Hall. 

The  inauguration  of  a  home  accident  prevention  pro- 
gram. 

The  placing  on  a  year  round  basis  of  "fixup-cleanup" 
programs. 

The  elimination  of  certain  space  heaters  that  caused 
many  fires  and  the  loss  of  life  in  several  instances. 

The  enactment  of  a  Pedestrian  Control  Law.  (Pending 
acceptance  by  the  City  Council.) 

The  adoption  of  monthly  and  quarterly  inspections  of 
school  fire  alarm  systems  and  egress  facilities. 

The  expansion  of  IBM  operations  in  the  Police  Depart- 
ment. 

Recommendations  for  the  acquisition  of  new  equipment 
in  all  public  safety  agencies. 

The  installation  of  a  modern  electronic  traffic  control 
system  for  the  entire  Back  Bay  area. 

The  replacement  of  worn  and  obsolete  street  signs 
throughout  the  downtown  area  with  reflectorized  signs. 

The  designation  of  shelter  areas  throughout  the  city  and 
distribution  of  shelter  area  supplies. 

The  disposal  of  radio-active  substances. 
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The  completion  of  ten  years  of  coordinated  operations 
in  the  field  of  public  safety  has  resulted  in  several  major 
improvements  over  past  performances  when  public 
safety  agencies  operated  as  individual  and  separate 
entities.  We  believe  that  we  have  contributed  in  some 
measure  to  the  overall  safety  of  the  public  and  look  for- 
ward to  continuing  our  efforts  during  the  current  year 
and  for  many  years  in  the  future. 

Respectfully  submitted, 

Henry  A.  Scagnoli,  Chairman 
Thomas  F.  Carty,  Commissioner, 

Traffic  and  Parking  Department 
Dr.  John  T.  Foley, 

Health  Commissioner 
Thomas  J.  Griffin, 

Fire  Commissioner 
James  W.  Haley, 

Public  Works  Commissioner 
Thomas  J.  McLernon, 

General  Manager,  MTA 
Edmund  L.  McNamara, 

Police  Commissioner 
William  H.  Ohrenberger, 

Superintendent  of  Schools 
Brig.  Gen.  Charles  W.  Sweeney, 

Director  of  Civil  Defense 
Col.  Robert  E.  York, 

Building  Commissioner 

Lawrence  W.  Costello, 
Executive  Secretary 
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